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llow to cut absenteeism 


‘The main cause of lost time in industry, according to 
the Medical Research Council, is sickness absence. Much 
of this absenteeism can be traced to the transmission of 


contagious ailments through the use of communal towels. 





Roller towels mean 
waiting and congestion 

lost hours trans- 
mission of germs—ex- 


pensive laundry bills. 





Moisture Magnet: Ili- 
Dri towels absorb every 
drop of moisture. Will 
not disintegrate when 


wet, 


ote, 
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DISPENSER CABINETS SUPPLIED FREE ON LOAN 





“4 ° WITHOUT OBLIGATION 
Hi-Dpi 
PAPER TOWELS ssc abt 


HYGIENE PRODUCTS rt. Britai ‘D., 11 Grosvenor Gardens, Westminster, London, S.W.] 
VIiCtoria 1951/2 











"Type these fifteen letters please’ 


The DICTABELT has revolutionised office dictation! 


FIFTEEN LETTERS or more on a little plastic 


belt! That is o1 ne of th ny develop- 


e by the 
Dicetabelt. the new reecordi medium of the 


Dictapl 
MORE DICTATION 
tes of solid dictation 


te- 


EASIER DICTATION 


Tod Thhthke 
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the maximu 


BETTER RECORDING 
AND REPRODUCTION 
Time-Master r rei mr Pretabelt 


DICTAPHONE 


GREATEST NAME IN DICTATION 





nullit secundus and 


hats off to no one 


Enough of this modesty, this cult of the understatement. 

this hiding of our lights under bushels, this unwillingness to come 

right out with it and say that we are good. So here goes 

We are good. And the reason for this unwonted effusion of self-pride ? 

We have produced a thoroughly good portable typewriter, 

cleanly made, precise in working, strong yet light enough for you to run 

for a train while carrying it. It’s called the Good Companion and it’s a peach 
of a machine. But it’s not simply the goodness of the machine 

itself that makes us so proud ; it’s the fact that we can produce such an 
unreasonably good portable typewriter for such a reasonable price 


Prices from £22.10.0 


MPERIAL TYPEWRITER COMPANY 
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I is highly improbable that the busy executive would be seen leaving the 
office like this! But what of the office itself? Is that still being run on 
old-fashioned lines ? 

One has hardly to look around the modern office to note the vast 
strides that have been made—and yet—there are still typists to-day who 
are compelled to work to out-of-date ideas. ‘‘ PRIMUS "’ Continuous 


Stationery has replaced the out-of-date unproductive operations pre- 
viously carried out in the office—interleaving and extracting loose carbon 
sheets, inserting and aligning separate stationery forms, etc. 

“PRIMUS” saves ONE HOUR IN EVERY THREE on invoicing, works 
orders, goods received notes, purchase orders, and other tasks of a repeti- 
tive nature. With the simple attachment, ‘“‘ PRIMUS” forms can be 
used on any make of typewriter. The smooth feeding of the forms into 
the machine assures that the typist is engaged ALL the time on productive 


~ PRIMUS 
(Serna Us 


THE PRIMUS STANDARD REGISTER 


For HAND-WRITTEN RECORDS, the 
Primus Register used in conjuction with 
Continuous Stationery ensures the same 
speedy smooth operation, while a copy 
automatically locked in the machine pro- 
vides your auditor with a check on each 


BAN SS 


MAZZA 
A QUEEN ELIZABETH STREET @ LONDON S.E.I. 


TEL: HOP 0204-5-6. 
Branches at: BIRMINGHAM - MANCHESTER -DUBLIN-GLASGOW 


LOOP IT I 


i 
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Employ this man 
ON YOUR STAFF 


ENT(IKELY UNPAID 


This man has helped Executives near you 
several of them probably your friends. 
Some may have tried to hire him only to 
learn that his services are not for hire 
they are free. Who is he? He is a 
DAPAG label, ticket and tag efficiency 
expert. He and others like him 
enable Dapag to offer an unequalled label, 
ticket and tag service that helps Manufac- 
turers, Wholesalers and Retailers to 
obtain their labels, tickets and tags in the 
best manner for economical use These 
factory trained men have full experience 
of the application of labels, tickets and 
tags in all industries. Their services are 
yours to command. Have you talked 
with a Dapag man lately ? 


*% 
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THOMAS ALVA EDISON 


amazed the world by 


recording the human voice 











TODAY there is no quicker, 
more economical methed of 
handling Memos -— Reports-— 


Correspondence — than by 


Ediphone 


eEDISON offers 


ACOUSTIC or ELECTRONIC—CYLINDER or DISC 
VOICEWRITERS 


to suit your individual needs 


THOMAS A. EDISON LTD., Victoria House. Southampton Row, London, W.C.1. Hol: 9958 
Branches in all Principal Citre 
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GENERAL LIGHTING SERVICE LAMPS—40 w. - 300 w. 


FITTED WITH 


FUSES 


For improved service and safety 


EXHAUST 
TUBE 


L£A0 TO 
CAP CONTACT 


GLASS 
ENVELOPE 


P 
aah FILAMENT 


teao 


FILAMENT 


Fuse 
GLASS 
ENVELOPE 
| 


Lfad TO 
ad CaP CONTACT 


Always in the forefront of 


THE 


) 


lamp development 


All Osram General Lighting Ser- 
vice lamps from 40 watts to 300 
watts are now fitted with fuses. 
This practice, introduced some 
years ago by the G.E.C. for coiled 
coil lamps, has gradually been 
extended to single coil Osram 
lamps as an additional safeguard 
to the user. 


These fuses are sealed into tiny glass tubes 
incorporated in the lead-in wires, and they 
rupture when the normal running current 
is exceeded (as it may be if the filament 
breaks while the lamp is switched on) 
This extra protection minimises the risk of 
circuit fuses blowing and the consequent 
inconvenience if this causes other lamps on 
the same circuit to be extinguished. 


Play safe—and specify Osram lamps— 
they cost no more than other lamps 
withcut fuses. 


aA&G.C PprovucT 


AY 
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SEE COLT ABOUT 


VENTILATION 


WHATEVER YOU DO 


i 


At the Light Production “a 


Company  —_— 


rhe problem of the toundry building at the 
Ltd., was one of excessive 
at head-height and 12s | 


of the 


temperatures 
at roof apex 
fumes furnaces and 1 1 and 

existing ventilation allowed the 
hour, Colt installed an improved systen 
80 more. Type SR 3080 Extr 
highest roof point, and these ren 
was then replaced by fresh air ent 
To augment inlet ventilation furtl.er 
C/O Ventilators were installed in the end walls 
was the fact that excessive radian 
in the actual operation area, and 


equivalent of 


4 
was included in the scheme to pr 
these points Ihe greater part of 


views of which are shown above 


A FREE MANUAL 
with full specifications of the 
wide range of Colt Ventilators 
is available on request from 
Dept. G.g/117- 
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Light Production Co 
often more than go’ IF 
due to the hot 


ore ovens 


which provided at least 
actor Venulators were fitted at the 
ved the hot 
ring through windows 


and provide extra light, Colt 


t heat was given 
t of Colt Inf 

ool 
scheme, interior and exterior 
arried out within a fortnight 


. & 6 ¢ = ‘ TT OLA 


VENTILATION BY 














T\\\\ | 


experience 


air and 
Although the 


20 air changes per 


all ventilation 


problems enables us to bring a supremely practical 


Many years ot types of 


vitiated air, whict 


and doors 


approach to the science of air induction and extraction 


An extra problem Whether your problem is one of improving existing 
off by the furnaces 
or Shale conditions (with the minimum of interruption to pro 
or of planning new projects, our experts will 


airflow directly to duction 


be glad to co-operate at the earliest stages 


COLT Wa wT rbAatlioOn 


Chosen by over 4,000 prominent firms 
COLT VENTILATION LTD., SURBITON, SURREY. ELMbridge 6511-5 


iiso at Birm ham, Bradford, Bristol, ¢ niurgh, Laver T] hector, “ewea:the-am-T ym 
Warwick 
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/o-day, more tune ever- 


MANAGEMENT 
NEEDS MODERN 
TOOLS, TOO! 


il 


if 
qa 


{| 
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Who can supply this material or service, and 

can supply that > How much stock is being carried 

What is the position of work in hand? What is the 
ratio of supply to demand ? How are costs moving 
in relation to prices ? All the factors, which give the 
answer to such questions, can be brought compre- 
hensively to the eve by the SELDEX Visible Record- 
ing Systems, which are as essential to \anagement as 
are the latest machine tools to Production. May we 





i 


‘tool up” vour office, by designing for you 
SELDEX System appropriate to your precise needs ? 


CONSTIRUCTORS 
LD€ 


VISIBLEFRECORDING SYSTEMS 


CONSTRUCTORS umes SELDEX (DEPT. B.) 


\ TYBURN ROAD. ERDINGTON BIRMINGHAM, 24 


ease send me details of Seldex Systems particularly relating to 


P| 
SY ‘ 
. Departments and a free copy of ‘‘Seldex, how it works.”’ 


PRECISION.TOOL 
OF MANAGEMENT 





Gives Progressive or 
Continuous Totals... . 


THE 
ADDING & LISTING 
MACHINE 


MODEL 


) 0 9 EC BULMER’S (Calculators) LTD 
~-_ 4 4 
7-8 POULTRY, LONDON, E.C.2. 
Telephos 


* SALES AND SERVICE THROUGHOUT GREAT BRITAIN * 
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x MULTIPLIES 


om DIVIDES 


=f 100s 


amas SUBTRACTS 


its own record of the 
calculations involved 


The unique characteristics of the Olivetti Divisumma Printing Calculator can be stated 
in those few words. The operation of the machine is simple enough to be mastered in 15 
minutes. The Olivetti name behind it means that it has already proved its reliability. 


Write for fuller details or ask for a demonstration. 


olivetti 


BRITISH OLIVETTI LTD + 10 BERKELEY SQUARE - LONDON, W.1 


DIVISUMMA PRINTING CALCULATOR ELECTROSUMMA ADDING MACHINES + TYPEWRITERS: STANDARD ELECTRIC PORTABLE 
Trewo 
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I'm a Night Watchman 


| want a job, and | want it in your factory 


Certain evil-minded men will soon be 
putting into operation their plans for the 
Winter raids on the factories. But, I've 
got them taped. I've got letters to 
prove it. I've got three letters. 


One of the first acts of the wrong-doers 
is to observe, and to learn the habits of 
the watchman—the times he does his 
rounds. And then pounce 
But they can’t pounce on me 
the letters 


I've got 


| report on the job—say at 6 o'clock 
every evening. I'm told to visit certain 
vital points of your factory several times 
in a night. I'm told not to patrol the 
same points, at the same times every 
night, but to stagger my inspections. 


1 do what I'm told to do 
letters 


It’s all in the 


And listen brother ! 
carry out my 
supervision. 


Listen! | can 
instructions without 
And every morning, some- 
one in your office can, in a few moments, 


check up on me. You'll soon find out 
that I'm an honest man and conscientious 


—a friend in need 
a * 7 


Of course this paragon of a watchman 
isn't available. But the apparatus re- 
sponsible for his dependability is We, 
Blick Time Recorders, Ltd., manufacture 
it. With our apparatus, weighing less 
than seven pounds, you can convert an 
ordinary man into a watchman with all 
the virtues 


We would like to send you particulars of 
our device. Drop us a line to %, 
Aldersgate Street, London, E.C.1; and, 
with our particulars, we shall send you 
copies of the three letters, letters from 
three of the greatest firms in the land, 
letters which establish, beyond question, 
the worth and the wonderfulness of our 
invention 


lf you are the least little bit unhappy 
about this Winter's security arrange- 
ments, now is the time to get your note 
away 
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STAND No. 67 


Business Efficiency 
Exhibition 


Kelvin Hall, 
Glasgow 


NOVEMBER 4-14 





Three links to 
greater efficiency 


Dictograph’s multiple service offers many ways of increasing 

the ethciency of vou organisation and saving those 

valuable and clusive minutes... Internal Telephone Systems from 

2 to 260 points or More, ensuring thought-quic k-contact with any 

part of your organisation .. . Staff’ Location Systems to find key personne! 

when snap decisions have to be made ... and Impulse Clock and liming 

Systems providing accurate recording and sounding of time—so important in thes 
days of high production costs. Dictograph Systems are designed to save 

you time... money .. . and prevent frustration ! May we show you how? 


A telephone call or postcard will bring you full details. 


Ss 


(DICTOGRAPH Originators of loudspeaking telephones 


DICTOGRAPH TELEPHONES LIMITED 


CHIEF SALES OFFICE: 200 ABBEY HOUSE, VICTORIA ST... LONDON, SWI + ABBEY 5572 ¢ BRANCHES THROUGHOUT THE COUNTRY 








val RLEPH . ‘ . ul i . ul K AND TIMI <YSTEMS 





Titi 
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There are no frills 
about 


stoves 


IDEAL FOR FACTORIES AND WORKSHOPS 


These practical heating stoves are excellent 
for industrial premises. Installation and 
running costs are low, and any solid fuel is 
suitable, including coke (for continuous 
burning) or ordinary coal ‘ven com- 
bustible refuse can be used to provide heat! 
Romesse design gives real fuel economy 
The rising hot gases from the burning fuel 
(usually lost in the flue) are ignited by a 
Stream of pre-heated air — extra heat at 
no extra cost! 

Available from any stove merchant. May 


we send you illustrated catalogue ER, 


giving sizes, heating capacities and prices? 


Smith & Wellstood Ltd. Est. 1854. Head Offic 
& Works: Bonnybridge, Scotland 

London: 63 Conduit Street, W.1, and at 
Liverpool, Edinburgh, Glasgow & Dublin 
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Heres a better way 
of finding out 


Men who make decisions must know ‘what's happening.’ With the relevant 
facts before them, they can reach wise decisions, make plans that prosper. 
Kalamazoo Analysis provides the window through which you can clearly see 
the facts already marshalled to guide your future action. Production, 
Sales, Stores, Expenditure — every aspect of your business is brought into 
perspective. Find out now how Kalamazoo Analysis can guide your decisions 
and plans. For information about analysis of :— 

Sales Cash Expenditure Estimates 
Purchases Wages Production Costs 

and many others, post the coupon below to-day. 


' Kalamazoo 
— a, | ! ANALYSIS 
a res 7 Faal 5 T s 8) D 4 
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. use a modern calculator—and find Facit, with its brilliant 
ten-key system and simple one-hand operation, the last word 
in figuring efficiency. Mastered in minutes and operated proficiently 
by the youngest member of the staff, the foolproof Facit is the only 
calculator of its kind offering a complete range of hand and electric 
models. Write for details or, if you wish, a free demonstration 


HAND AND ELECTRIC MODELS 


BLOCK & ANDERSON LID., 58-60 Kensington Church Street, London, W.8 


WEStern 2531 Branches throughout Great Britain 
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tion of paper rolls for all individua 


ents, accurately and cleanly wound iny width and for all types of 


quirie 


HUNT & COLLEYS LTD. 22° 3.2.0". 


HUCKNALL ROAD - NOTTINGHAM - TELEPHONE: 61088/9 
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of Form... 


Twelve copics of this form to Accounts. Ten 


iM Stores | ight to Sales Four to each Re p. \nd vou'd 
better send Mr. Bottleneck a coupl 





of dozen—he's complained he doesn’t get enough 
That's one half of an ethcient business systen 


Sut what about the other half—the 
TS 
preparation of those copies ? « y ™» 
Slow work, isn't it ; T << the a ‘ 
an on 
8) @, 
| 


/) 
&e V7, 
\— 4 dj 
Fd 
master reproduces deta f ih \ 
and torn = INF \ 
} 


Columbia Readymaster and vou 


~ 


right away The Ready- 


speed up the whole system ‘ 


wr—everything originally printed, tvped = ap 
a 


» 300 copies on any type of hectograp! ™ 


Or Witte n—up t 


duplicator. Register is perfect Every copy is sharp and 


clear. If vour office is clutte red up with forms that vou 


reproduce in quantity, the Readymaster wiil sort things out 


Just drop us a line and we will send vou further details 


The Columbia 


REG? 


for all forms of Business 


MIBIA RI BO Nik 


BBON AND CAR 
H hattesbur 


\ 


~ 
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¢ SQUARE ROOT CALCULATOR 


Automatic 
SQUARE ROOT 
MODEL SRW 








Provides fully automatic extraction of square root, plus all the other time-saving advantages 
which enable the Friden to do more kinds of figure work without operator decisions than 
any calculating machine ever developed. Other features include: 











= 


EXCLUSIVE FRIDEN FULLY AUTO- 
MATIC MULTIPLIER, WITH] PROOF 
DIALS. 

EXCLUSIVE MAGIC DIVISION, 
AUTOMATIC DECIMAL POINT. 
SELECTIVE TABULATOR KEYS. 
AUTOMATIC GRAND TOTALS. 


WITH 


EXCLUSIVE KEYBOARD LOCK. 

SPLIT DIAL CLEARANCE AND DIAL 
ACCUMULATOR LOCKS. 

EXCLUSIVE DIRECT DIAL ENTRY. 
AUTOMATIC DIAL CLEARANCE AND 
CARRIAGE POSITIONING. 











| BULMER’S (GALGULATORS) LTD 


7-8 POULTRY, LONDON, E.C.2. Telephone Central 361 | 


Sales and Service throughout Great Britain 
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Visit our 


Typescript, | “2s 


Kelvin Hall, Glasgow. 
November 414. 














Photographs, 


rawings 


Forms 


The small British-built 
Rotaprint litho machine 
takes no more room than 
the averaue duplicator 
ind is just as simple to 
operate, Vet it is pos ible 
to change over in a few 
minutes from the print 
ng ot a lony type 
written report to an 
illustr ited pan phlet or 


ALL THE == mo aes 


job nm colour on 


. kinds of paper It really 
SAME i 0 *e"| would pay you a least to 
° find out a littl more 


THIS MODERN : sar ito 
4 handling your own print 


t th ence of the 
OFFICE MACHINE ; matter 1s to get into good 
‘ ; ' hands from the begin 

Whilst the average office is mally provided ning 


with some means of d ipli iting much of the 


. ’ 
equipment is restricted to the reproduction of KAYE S 


simple typewritten matter on duplicating papers. : 

Indeed, to the average business man, office print- P ” 

ing means little more wan running-off a few 

circulars on “ che lool iper Anything [,] 
more ambitious such : otographically illus- | 


trated brochures or lour we is frequently 

dismissed as being impracticable or too compli- HONEYPOT LANE, LONDON, N.W. 
> , iprint mple pr Ss t f tt al ad e free from ex 
cated. Yet the Rotaprin ple process " v u en om. 
sll- British 


is available to the commercial business house and yale t rt hana ritisa 
is so versatile that almost any print 

office comes. within ts scope Typescript, 
photographs, drawings, or ruled forms are all the 
same to this modern office machine The great _ GE ae eee Gene ce GED ae cease ea eee ao a 
thing about Rotaprint is the sense of having all VOUCHER 

your routine printing under your own control 

All jobs are on easily filed, thin flexible plates 

ready to run off copi at a moments notice, 

whether the quantit 50, 500 or 5,000. The 


cnovenience alone is outstanding 
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TAYLORS for all makes of 
TYPEWRITERS 


* ADDING MACHINES, Calculators and other Business Appliances 
BOUGHT, EXCHANGED, HIRED AND REPAIRED 


The ‘** SUMMIT ” Portable Adding Listing Machine, simple to 
use. Adds and Subtracts from Id. to £999,999 19s. lid. Prompt 
Delivery from stock. Hand operated £78 15s.0d. Electrically op- 
erated £99 15s.0d. Free Delivery in U.K. FULLY GUARANTEED 


STOCKTAKING? Why not HIRE an ADDER? 


ELIMINATE LOSS AND FRAUD by 
using a ‘“*SAFEGUARD”’, the best 
cheque protector. Used by leading banks 
and firms. Do you realise that an altered 
cheque is your own liability ? Price £18 18s 
All makes of Cheque Writers at keen prices 


ROTARY CALCULATORS, ALL 
MAKES. For all calculations. Multiply, 
Jivide, add and subtract in | !Oth time taken 


to do so mentally Arfristocrat 


The Smallest and Lightest 

Portable Typewriter on the 

Market. £19 19s. Od., with 
case. Fully Guaranteed 


\ 


Ly) 


NO MORE ERRORS & IF YOU USE THE GUARANTEED 
ADDOMETER. Rapid Automatic Addition and Subtraction. Rests 
flat on the books. For Decimal or Ordinary Figures and Feet and 
Inches, etc. FOR POCKET OR DESK. So simple anyone can use it 
S In plush lined ducoid case. Size: 114" x 2}” x 4 When ordering 

state for what purpose required. All models price £7 with case. 


VISIBLE INDEX SYSTEMS : KARDEX, etc., WANTED TO BUY : Modern Office Machinery: Adders, Calculators 
for sale at Keen Prices etc. Top Prices paid 


TAYLOR’S TYPEWRITER MARKET 


Write, Call or Phone HOLborn 3793 
74 CHANCERY LANE (Holborn End) LONDON, W.C.2. and at Maidenhead 
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She's only half a girl! 


She can’t be anyth ng else 

to work wit! U ntortunatel, 
about it, but vou can | 
Eliminate all those forms \ 
non-productive ¢ 

carbon stuffing, 


ond writings 


Using ‘Transkrit Spot Carbonised Forn 
riting, each department of a business 

particular part of the transaction whic! 

question requires to know, the elin 

ot matter between copies being tl 


most advantageous feature 


With this most versatile of 
addressing and tabulati 
can become cc/ 

ombine torn 

j 


oncerned 


not one « 


) ning 
i Fanfolk 


You are cordially invited to 


visit our Stand, No. 41, at 
J THE BUSINESS EFFICIENCY 
EXHIBITION, GLASGOW, 

& NOVEMBER 4th—14th, 


to see our special display of 
Transkrit Spot Carbonised 
Forms. 


Sanfoly, 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone: GLAdstone 5477 (+ Lines) 
Han old and at BIRMINGHAM, CARDIFF, MANCHESTER, osen old 
SHEFFIELD, GLASGOW, DUBLIN & BELFAST 
) PLANNERS OF SYSTEMS FOR ECONOMY OF} 
ot orms TIME, LABOUR AND MATERIALS IN THE or CZorms 
OFFICE 
NOVEMBER, 1952 











Du-al office seating is scien- 
tifically designed to minimise 
fatigue of sedentary staff 
Du-al Chairs will repay their 
cost over and over again in 
increased staff efficiency 


1.C. 121. Super De-Luxe 
Executive Armchair 
volving with automat 
sliding seat and pivoting 
backrest Self-adjusting 
to correct height. Wide 
arm-rests with sponge 
nterior 


\ , 4 tu by x 4 Vv y 
DARE-INGLIS Products Ltd. 
“ DU-AL” HOUSE, 
BYRON ROAD, HARROW, MiDpx. 


Telephone Telegrams 
HARROW 51 41-2-3-4 DU-AL HARROW 














60,000 
ennies 
counted in 
one hour 


Tospeed ur 
work in your | 


opr ling 


see the 
ICC machines 
oe that do 


Fast, absolutely accurate, 
economical to run! You can 


watch them at work daily at 


the BUSINESS EFFICIENCY EXHIBITION 
at the Kelvin Hall, Glasgow, 
Stand No. 24 or write to us for detail 


INTERNATIONAL COIN COUNTING MACHINE CO. LTD., 
ALEXANDRA ROAD, ENFIELD, MIDDLESEX. 
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inspite of ..... 


Dust in Damascus 


= 4} 
4 ye 
Nc 


Damp in Demerara 


x ? 
—) 1 
Regd 
BUTTERFLY BRAND 


SEALING MATERIALS & 


SEALING MACHINES 
Stéiucd the very 





NONCURLING GUMMED 
PAPERS for labelling every kind 
of product. 


GUMSTRIP* SEALING 
TAPES AND GUMSTRIP 
SEALING MACHINES for 
sealing all parcels, packets and 
cartons. 


SAMSON* ADHESIVES 
for every trade. 


SELF-ADHESIVE SEALING 
TAPES for security——protection 
and airtight sealing. 


HEATFIX PAPERS for 
labelling, packaging, etc. 


TACKY LABELS for branding, 
coding, pricing, etc. 


COUNTER ROLL HOLDER 
for packing various sized parcels, 
available in 7 widths. 


WATERPROOF MATERIAL 
for home and export packing. 


THE LIGHTNING* LABELLER 
moistens gummed labels in a 
second. Made in 3in., 5in. and 
Yin. widths. 


* These are Registered Trade Names. 





BEST CHANCE of artiving SAFELY 
SAMUEL JONES & COMPANY LIMITED 


NEW BRIDGE ST. LONDON,E.C.4. GRAMS: NONCURLING LUD LONDON TELEPHONE: CENtral 6500 
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TOUGH... 
Jo Easy to Handle/ 


ACCURACY 


te 
Ss 


, 
L/ 


=. 
. -¥ 
AZ mw ® 


a 


\ 


> 


PALL 
4 
= 


FOR 


COMMERCE AND 
INDUSTRY 


TIMEKEEPING 


TIME RECORDING 


JOB COSTING 


‘ — MACTIRONOME 
FIBR E BOAR D 
SINS TRAYS ond OOK 


'MPULSE TIME sYsTtTEM 


will solve these 


inseparable problems 


for you 


Any time-controlied installation can be 
supplied on purchase outright or rental 
terms. 


For details apply 


THE SYNCHRONOME CO. LTD. 
ABBEY ELECTRIC CLOCK WORKS 
MOUNT PLEASANT, ALPERTON 
MIDDLESEX. 





Tel: WEMbley 364 
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+e 
Ix a business like ours, of course, we couldn't 


afford to go wrong. Last vear, in direct mail alone 
we’ turned out more than half a million letters and 
leaflets 


i ith meat all be quality rather than quantity that « unts 


hat doesn’t atfect my advic Or rather, judging 
by our experience, it’s a further argument in favou 
oft Crestetner It’s the machine that speeds up out 
put but it’s the process that guarantees quality 
You knew, | suppose that Gestetner in ented the 


stencil duplicating Wocess ° 
Ind you think they're still best ? 


‘I know it We left nothing to chance. We tested 
every available process and marked them all under 
a number of headings—simplicity of operation 
quality of work, speed and silence, inking systen 


colour-control, and so on. 
Ind the result : 
In three ords We chose (,estetner In 
more they've never let us down 
Please write to the Personal Contacts Manager at 


Aldwych House for a copy of a useful brochure on 
Direct Mail “ Making the Post Pay.’’ 





GESTETNER LIMITED 
Aldwych House, London, W.C.2 


HOLborn 8700 THE WORLD’S LEADING 
DUPLICATOR SPECIALISTS 
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Now you can fly really | for 


bulky freight a 
to IRELAND! good 
day’s 


work 


F“ IGHT of almost any size, weight or shape 
can be carried in the new Bristol I aysarer 
now added to the Aer Lingus fleet. These big 
bodied planes with the wide-opening ‘jaws ” 
make light of giant loads Limousines or 
lipsticks racehorses or razor-blades heavy 
machinery or /ante couture models with the 
Wayfarer anything goes ! 
\ir transport cuts pac King, insurance, inventory 
and warehouse costs. It’s sater tor tragile, 
perishable or precious freight. Flying time trom 
ly @ » 
London to Dublin is 2 hours and less from Type KJI 
Birmingham, Liverpool, Manchester, Glasgow, fully adjustable 
Edinburgh, Cardiff, Bristol, Isle of Man chair for 
If you have anything to send by air, phone Aer the Secretary. 
The chair 


Lingus, British European Airways or your local 
that promotes 


forwarding agent for tull details about packing, 


good will 


-ollecting and freight rates 
collec i : and good work. 


~~ ss | LEABANK 
AER LINGUS |WORKCHAIRS 


IRISH AIR LINES Wrate for details of full range of office and factory chatrs. 


LEABANK CHAIRS LTD. 19 Clifton House, Euston Rd. London, N.W.1 
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minutes ‘ 


per man hour... \ 
\ 


Too many businesses suffer from three way \ 


be 


ese 


time losses time lost through late starting 


By 


of day or shift: time lost through early knocking 


2 eases ott 


Ate 
oer one, 


off tor breaks or leaving and time lost by 


workers trying to find out what o'clock it is. 


more productive minutes from every man hour 


It improves works relationships and gives 


\ 
\ 
\ 
\ 
T. RK. Time Control reduces such losses and extracts | 
| 
| 
I 
! 


Manavement essential wages and job costing 


statistics——all especially vital to industry today / 


SERVICE 
a speeds production 


= 
~ 


== an, 


Au Enterprise of Telephone Rentals Ltd.—Head Office, laad Gardens, London, 8.W.1. 
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— . $$) 


. : 
Mn less than One minute 


Findex 


PUNCHED 


produces Facts, . 


¢$ 
as eastly as ¢ 


CARD SYSTEM 


RODDING FOR 
CLASSIFICATIONS 


SORTER 
REVERSED— 
SELECTED CARDS 
DROP. 





SELECTED CARDS 
OFFSET. 


SELECTED CARD 
READY FOR 
HANDLING 


lindex 





C.W. CAVE & CO. LTD. 
$9, HOLBORN VIADUCT, EC! CENeral 3778-9 














Limitless in its ap- 
plications . . . easy to 
use... and with its own 
self-contained store of fadeless 
waterproof ink, the Flo-master 
FOUNTnBRUSH cuts time and 
effort wherever quick, legible 
displayed writing or drawing is 
needed 
Ideal for use in Stores, offices, 
studios, factories, etc., for such 
widely differing purposes as 
advertisement layout on one 
hand and the addressing of “— 
parcels on the other. . / il) advertising 
Thickness can be varied be- Cartmenp 
tween a hairline and a width|, 
of }” and the smooth, wren, | Flo-master is complete 
automatic valve feed con- 
trols ink-flow to a nicety,; = | with ewe felt nips (giving 
merely by degree of pres-f MF » Saree aMermative Sats) 
sure... and it’s so simple. =...’ one bottle of ink and a 
Everyone can find a_ use filler. 
for it, even the Managing / 
Director 


Order a Flo-master | | 25'8 
NOW ... try it out 

in the various branches TAX PATO 
of your business—and ; 


you'll be back witha 
bulkiorder ! 


Stocked by your usual stationer 
or artists materials dealer 

if you have difficulty in obtaining 
the Flo-master send your remitt 
ance direct to Cushman & Denisor 
Co Ltd. Depr G 124 Vassa 
Road, London, S.W.9 


Send for illustrated leaflet. 
‘bo nor 


Manufacturers 
Cushman & Denison Co., Ltd., 124 Vassall Rd.. London, S.W.9. 
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Drawings 
LARGE OR SMALL 


easy to file, 
easy to find! 


Chink of tiling your largest drawing or tracing in a letter fil 
It sounds impossible —yet it is easily done in an Art Metal 
Planfile. Moreover it is true vertical filing —the 
accepted prinicipal of modern filing systems. 


COMFORT IN OPERATION 


‘The planfile is operated from a comfortable standing 
position no climbing or stooping necessary as with 
tat plandrawers. Any drawing quickly found with 
the aid of the simple indexing system 


SAVES FLOOR SPACE 


Old-fashioned flat plandrawers are space wasters. 
Only waist high, the Art Metal Planfile will file about 
3,000 full-size drawings (or many more small draw- 
ings). It takes 30 plandrawers to equal the capacity 
of one planfile--and the plantile needs a third to halt 


less floor space. 


SPRING COMPRESSION 


The drawings are filed in strong red rope manilla 
folders held in spring-compressed pockets so that 
they cannot crumple, curl or tear whilst in the plan 
tile. ‘he pressure is always firm and even, pre- 
venting the drawings sagging or falling over on 


themselves. 


Planfiles available in range of sizes. 
Ask for Catalogue No. 610. 


Art Natal 


CONSTRUCTION COMPANY 
Arve N\eral Offices and Factory : 201, Buckingham Palace Road, London, S.W.| 


{ 
A, Senge taes Factories : London and Wembley (Middlesex) 


LONDON Swi 


TELEPHONE SLOANE 520! (6 lines 
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The other day I was talking to one of my own 
company’s employees, when he remarked, “ of course, 
I don’t suppose I’d save a bean if it wasn’t for the 
Works Savings Group.” He was just one of those 
millions who are doing themselves a bit of good by 
saving regularly through an Industrial Group. He’s 
investing in Britain because it’s made easy for him 
by someone in the firm taking a little extra trouble 

This made me realise how much we, as employers 
of labour large and small, can do and are doing, for 
the welfare of our workers and inthe national interest, 
by encouraging Savings Groups within our organiz- 
ations. There are today over fifty thousand Industrial 
Savings Groups whose organizers are devoting much 
time and enthusiasm to the task of encouraging thrift 
amongst workers at all levels. 


From one 


Employer 


to another 


I need noi reiterate the appeal of the Chancellor 
of the Exchequer when he emphasised the urgent 
need for thrift. Never have savings been more vital 
than now. Let us, therefore, make a special drive 
between October and March to increase the number 
of Savings Groups and the number of Group Savers 
in places of employment. Ensure that our staffs have 
full facilities for National Savings; take a special and 
personal interest in our Savings Groups; encourage 
our employees to save in every way possible. We 
shall be doing a good thing for the country, a good 
thing for the business, but most of all — a good thing 
for our own work people. 

May I send you any further particulars, or ask one 
of our National Savings representatives to call and 


discuss the available facilities with you ? 


y jee 


CHAIRMAN, NATIONAL SAVINGS COMMITTEE 
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REDUCES 
PRICES 


ry 
FLUORESCENT 
FITTINGS 


and control gear 


Operative from 15 Oct. 


Full particulars are given in Price List F 1872, 
a copy of which is obtainable on request. 


For high quality and reliable installations 


Use £GC fittings with 


Sta 
tubes 


INWOVVAT 
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COUNT BOOKS 
veland-Chatterson Co 
es, Percy, (Twinlock) 


COUNTING 
4ACHINES 
roughs Adding Machine 
73, 74, 75 
ional Cash Register 

Supp. !, 2,3 
nington-Rand, Ltd. Supp. 8 
jerwood Elliott Fisher 48 


COUNTING SYSTEMS 
Metal Construction 29 
»eland-Chatterson Co 
amazoo, Ltd 

gdon's Calculating Ser- 
ce 

veo, Ltd 

nnon, Ltd 

IDING MACHINES 
ck & Anderson Ltd 


mer s (Caicu 


ice Mact 


nlock 


DRESSING 
MACHINES 
dressall Mact 
dressograpt 
zraph, Led 36 
rema, Ltd 47 
IDRESSING MACHINE 
ATTACHMENT 

ta >} 


Supp. 9, i! 
Ltd 8 


Ltd 


eC 


fil 


& 5S 
SRICULTURAL 
MACHINERY 
ts & Equ 
R TRANSPORT 
r Lingus 
-INDS 
ery, J.,& Co 
DJOKS & 
PUBLICATIONS 
man, Sir Isaac, & Sons 
ROADCAST MUSIC 
ctograph Telephones 
lephone Rentals, L 
USINESS ACCESSC RIES 
nbidex Equipment C 135 
ck Office Equipment 28 
ett & Cox Ltd. 135 
andard Office Supplies 3 
ALCULATING 
MACHINES 
ock & Anderson, Ltd 
15, 33, 38 
ilmer's (Calculators) 9,18 
srrougnhs Add ng Machine 
73, 74, 75 

89 


wer 


ad 


imlock, Led 
S. (Office 
Led 94 
ANTEEN EQUIPMENT 
artlett, G. F., Led 18 
LOAKROOM 

EQUIPMENT 

arvey,G.A., & Co 91 
eber, James, Lt 101 


LOCKS, WATCHMEN’S 
lick Time Recorders 1 
ynchronome Co., Ltd 24 
ent & Co., Ltd 112 
OIN COUNTING 
MACHINES 

ternational Coin Count 

ng Machine Co.., Ltd 


Equipment) 





YOUR GUIDE TO 





CCMMERCIAL 
TRANSPORT 


Morris Commercial Cars 


CONTINUOUS 
STATIONERY 

Carter-Davis, Ltd 

Copeland-Chatters 

Egry. Led 

Fanfc L 

Hunt & C ys, Ltd 

Lamson Paragon Supply C 

Smith, W.H., & Sor 

CYCLE PARKS 

Abix, Led 

Odon:, Alfred A 


DICTATING AND 
RECORDING 
EQUIPMENT 
Dictaphone Ce Ltd 


Writing 


& C 


Edipt ne V € 
Electrical & M 
dustries itd 
Haycrafe M., & L 
Office Machinery, Ltd 
Royal Typewriters 
Trevor-Johnstone C 


DRAWING OFFICE 
EQUIPMENT 

Haycrafe,M. & L 

West & Partners 


DUPLICATING 
MACHINES 
Block & Andersor 


Ltd 


Ltd 

15, 33 

Calculators) 9 
cator Cé 

Ltd 


Bulmer's 
Ellams Dug 
Gestetner 
Kaye's Rotaprint 
Office Machinery, Led 

Roneo, Ltd Supp. 9, I! 


ELECTRIC CLOCKS 
Dictograph Telephones 
oon t&C Ltd 
1.B.M. United Kingdc 
Magneta Time Co 
Synchronome Co 
Telephone Rer ta 
ENVELOPES 
Dickinson, John & Co 
Pirie Appleton & Co., Led 
FILING SYSTEMS 

Art Metal Construc 
Copeland-Chatterson Cc 
Eltray Filing System, Ltd 
Expandex Visible Filing 


Ltd 


44 
112 


m Supp. 6 
89 


84 
27 


34 
124 
32 
cy, «Twintock) 13 
Ltd. Supp. 8 
Supp. 9, II 


134 


tior 


& Ce 
FIRE FIGHTING 
Nu-Swift, Led 


Pyrene C Ltd 


FLOORING 
Gt. Met 
Perring 


Flooring C« 
John, Led 


GUMMING & GLUING 


MACHINES 


Haycraft, M. & L., Led 


HEALTH SERVICES 


Cuxson Gerrard & Cx 
Freeder Bros 
Harcraft, Ltd 
Hygiene Prod 


Hunt & Col 
Lambart & 
Peter's 
Machines 
Rozalex, Led 
HEATING 
Smith & Wellstood 
Spiral Tube, Led 
HOTELS 


University Arms 


30 


INDUSTRIAL CLEANING 
06 


B.V.C. Engineering Ce 
Furmoto Chemical Cx 
Lamson Eng ng Ce 


INSURANCE 


neer 


Noble Lowndes & Partners 


LETTER OPENING 
MACHINES 
ternational C« 

g Machine Cc 

LIGHTING 

G.E.C., Led 6 


Ltd 


Siemens Electric Lamps 


26 


83 


31, 125 


LOOSE LEAF LEDGERS 


AND SYSTEMS 


Art Metal Construction 


Ce 


Copeland-Chatterson 
Dickinson 
nes, Percy, (Tw 

Kalamazoo, Ltd 
Moore's Mcdern Mx 
Shannon, Ltd 
MECHANICAL 
HANDLING 
Lamson Engineering Co 
Victrolec, Ltd 
Wingrove & Rogers 


itd 


John & Co. Ltd 


thods 


it 
95 
106 


MICROFILM a 


Edison Swan Electrix 


NOISE PREVENTION 


Burgess Products, Ltd 


OFFICE FURNITURE 


(STEEL 
Art Metal Con 


Ltd 2 
itd. 9 


29 
28 
3 


Ltd 22 


9} 


Supo 5 


Leabank Chairs 
Milners Safe Co 
Office Machinery 


John 


Perring Led 
Roneo, Ltd 
Tan-Sad Chair C 


OFFICE FURNITURE 
(wOoD) 

Abbott Bros., (Southa 

Caplan, H.(Furniture), Led 

Cave, C. W., & Co., Ltd 

Office Machinery, Ltd 

Osda, Led 

Johr 

annon, Ltd 

npoles, Ltd 

OVERALLS 

Wheeler, H & 


PACKING Sewules 


Britannia F 
Enfield Bc 


Supp. 9, 
40 


Perring 
SI 


PANELLING 
Masonite, Ltd 
PARTITIONING 
Abix, Ltd 
Anderson Cor 
Co., Led 
Art Metal Constructior 
Roneo, Ltd Supp. ? 


PHOTOGRAPHIC 
REPRODUCING 
EQUIPMENT 

Edison Swan Electr 

Grant Production Cx 

Ozalid C Ltd 

Ruthurstat, Led 

POSTAL FRANKING 
MACHIN 

Roneo-Neopost, Ltd 

Univers Postal Fr 

PRESSINGS 

Johnson, Thos., Ltd 

PRINTERS 

Bi-Way Label 
Co., Led 

PRINTING MACHINES 

Kaye's Rotaprint, Led 

RIBBONS AND 
CARBCNS 

Columbia Ribbon 
Ltd 17 

Richardsor & Sons 87 

ROTARY ae, 

Kaye's ta 

RUBBER STAMPS 

& Sor 


str 


& Printing 


Mfg. Cc 


WwW. J 





whalovel your bubinesd problem 
call in 


BLOCK & ANDERSON LTO. 58-60 KENSINGTON 
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LONDON. W.8 


CHURCH STREET 


SEATING 
Abix, Led 
Dare-inglis Products, Lt 
Leabank Chairs, Ltd 
Office Machinery, Led 
Tan-Sad Chair Co., Led 
STEEL STORAGE 
EQUIPMENT 
Brown, F.C 
Copeland-Chatters 
Gascoigne C« Ltd 
Glover, J., & Sons, Ltd 
Harvey, G. A., & Ce 
Miiners Safe Co., Ltd 
Odoni, Alfred A., & C 
Pandalrak, Ltd 
Roneo, Ltd 
Westwood, Jos. & C 
TABULATING 
MACHINES 
British Tabulating 
Co., Ltd 
Cave, ¢ WV & Ce Ltd 
TARPAULINS 
mas, S.. & Ce 
TELEPHONE 
AMPLIFIERS AND 
ACCESSORIES 
Fonadek (Branson), Lt 
Televox, Ltd 
Tellef (Londor Lt 
TELEPHONE AND 
SOUND EQUIPMENT 
Comm Systems 
Led Supp. 4 


h Telephones 


Supp. 9, 


Ltd 


Machine 


smication 
cgrar 
Edis wan Ele 
Gent C Ltd 
Hadley 3 tq 
Magneta Time C« 
Reliance Telept e Cx 
Standard Telept 
Cables, Ltd 
synchronome ¢ L 
Telephone Rer Ltd 
TICKET PRINTING 
MACHINES 
Dapag (1943), Ltd 
B.M. United Kingdom 
TIME RECORDERS 
Blick Time Recorders 
[ tograph Telephones 12 
Gent & Co., Ltd 


112 
Gledhill-Brook 


tals 


4 
Supp.6 


Gle Ltd 131 

1.B.M. United Kingdom Supp. 6 

Magneta Time Co., Ltd 89 

Synchronome Cc Led 24 

Telephone Rentals, Ltd 27 

TRANSFERS (PAINT) 

Trapinex, Led Cover iii 

TYPEWRITERS AND 
ACCESSORIES 

Barlock (1925) Co 

British Olivete:, Led 

1.B.M. United Kingdor 

imperial Typewriter 

Remington-Rand, Ltd 

Royal Typewriters 

T.S. (Office Equipment) 

Taylor's Typewriter Co 

Jnderwood Elliott Fisher 

VENTILATING 
EQUIPMENT 

Colt 


Ventilation, Ltd 


5.E.C., Ltd 

VISIBLE RECORDS 

Amsel, Ltd 

Art Metal Constru 

Bulmer's (Cal 

ae & ¢ 

Copeland-Chatters 

Kalamazoo, Ltd 

Moore's Moder 
gton-Rar 
Ltd 


6 

29 

18 

28 

4 

14 

ods 95 
td. Supp. 8 
Supp. 9, tt 
8 


ctror 
ators 


Cave 


Meth 


x, Led 
Ltd 87 
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Cope-Chat printing 
leaves a 


good impression! 


COPE-CHAT Modern plant, pro- 
duction methods and service in 
designing and manufacturing econ- 
omical business forms are without 
equal. 
Our long experience in this field 
ensures the accurate registration 
and precision printing which 
modern business records demand. 


ONE-TIME CARBONS, 
CARBACKING, CONTINUOUS. 





Tees 
PR, -GRESSive 


1 Te 
| Oare 
| PECEipy 

Ne an 


ORDER PADS - PAYROLL SETS 
STORES REQUISITIONS - CLOCK CARDS 
All Office & Works Documents 


You can send us your Enquiries with Confidence 


THE COPELAND-CHATTERSON Co. Ltd. 


London Office & Showrooms: Exchange House, Old Change, E.C.4 
Telephone: CiTy 2284 
Registered Office & Works—STROUD, GLOS. 


Branches at: Birmingham, 


Bristol, Glasgow, Leeds, Leicester, 
Newcastle-on-Tyne, 


Liverpool, Manchester 
Sheffield and South Wales—and Agents 


throughout the world 
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Do you have to possess the voice of a Sgt. Major and the legs of a 

cross-country runner to keep in touch with your staff, or have you, in 

the interests of efficiency, installed RELIANCE Loudspeaking Telephones in your office 
Think of the time and labour you save —a flick of a switch puts you in immediate contact 
with any department, at the same time relieving the P.O. switchboard of all ‘inside’ calls 


THE RELIANCE TELEP HONE COM PANY LTD. RELIANC E 


(A Subsidiary of the General Electric Company Limited) Loi {oe G 
43-47 PARKER STREET, KINGSWAY, LONDON, W.C.2 Tel.: Chancery 5341 (P.B.X.) pe TELEPHONES 
Branches throughout the United Kingdom INTERNAL TELEPHONES - STAFF LOCATION - MUSIC FOR INDUSTRY 





L3396S 
NOVEMBER, 1952 





“ MULTILITH "’ 
Model 1250 





“ADDRESSOGRAPH " 
Class 1900 


Clerical costs going up? Too much overtime % 
Overloaded with paperwork ? You can cut down all 
the unnecessary costs by mechanising repetitive 
writing with Addressograph-Multigraph machines. 
Modern * Multilith’” machines convert blank paper 
into completed business records —in a single operation. 
They combine speed and low costs in fulfilling a wide 
range of general duplicating requirements. 

With *Addressograph” machines, a highly versatile 
file of self-writing master records is established for 


APH the names. descriptions and figures that have to 


See the latest . 
w DRESSOGRAPH- MULT!" 


‘or Simp 


iad be transcribed repeatedly in vour business. Writing 
Methoe: : 
ssiness 


lified Br speeds are 30 to 50 times faster than with ordinary 


STAND NO. methods. There’s never an error and each copy is 


, FICIENCY ; 
BUSINESS Et FI - clean —clear — legible. 
x HIBITION : 
EX GLASGOW e 


KELVIN HALL. \4th 
November . 


#2 ADDRESSOGRAPH—MULTIGRAPH LTD. 


¥ MV 9 General Sales Dept. & London Showrooms 
neo, 20& 29 KINGSWAY, LONDON, W.C.2. 
TEMple Bar 8474 


Office Machines J 
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TIME STUDY —NO TEST and subsequent’ investigations complete its computations w 
: have shown that errors made by greater speed than any calculati 
” 1949 the Institute of Cost and trained and experienced men are machine previously built 
Works Accountants and the sull large enough to tnrow con- 
Institution of Production Engi- siderable doubt on the validity of 
neers set up a joint committee to using time study at all as a yard- 
investigate the problems involved stick for assessing productivity 
in the measurement of produc- The interim report laid down a — . an ¢ 
tivity This committee produced hallenge; that challenge has not LESS MONEY ABOUT? 
an interim report in the same year, yel been answered : : open . : 
which was reviewed at length in 4 VHE CHANCELLOR tthe 
BUSINESS in December, 1949. A Exchequer recently com 
further report appeared in Sep- mented that people spent about 4 
tember, 1951, and a_e third, per cent. less on personal con- 
Measurement of Productivity ATEST — >» heietanend sumption in the first half of this 
Work Study Application and j “—— egy ee ugh-speed year than in the corresponding 
computer is the MANIAC half of 1951. The figures published 
published ag se cen oy, meet a - the Mi nthly — of a s 
Re « ae, af then iin. “on. ca ntegrator anc omputer) de- snow that by tar the greatest drop 
mf on | en amen gfe vised by the Princeton Institute in spending was in clothing and 
inevitably come as a disappoint- for Advanced Studies, of New household goods At constant 
ment. The 1949 document made Jersey, U.S.A., as a numerica price expenditure on boots and 
two main points: (a) that four weather forecaster The machine shoes drovved by 18 per cent. be 
firms were unable to produce the can handle about a thousand mil- tween the two half-years, on cloth 
data from which _ productivity lion multiplications of ten-digit ing by 14 per cent and on house 
could be assessed either withinthe "umbers in approximately two hold goods by 16 per cent. These 
firm at different times or between and a half hours The computer groups, however, form only a smal 
different firms at the same time; Contains about 2.000 valves—a_ proportion of the public’s genera 
and (b) that trained and experi- relatively small number for is expenditure, and spending on food 
enced time study engineers em- type of machine—but is claimed to in spite of rising food prices and 
ployed by five firms, when asked 
to time study an identical opera- 
tion, produced substantially differ- 
ent results 
The 1951 report dealt with the 
first point, deferring the second to 
a forthcoming report—presumably J] 
the present publication. This re- Covering an 
cognizes that “in some cases the 
accuracy of time study results is | Industry 
much greater than in others, and 
that a higher than normal level of 
accuracy can be obtained by | 
trained time study _ technicians UR cover picture symbolizes the 
using standard procedures within ever-increasing flow of modern 
the individual plant The con- ff f B io 
clusion is drawn that effective Sa vo oe ry 
selection and training on agreed tories. All the latest products of the 
procedures is essential for reliable | industry will be seen at the Business 
time study with comparabie results Efficiency Exhibition at Kelvin Hall, 
throughout the country. The com- Glasgow, from November 4-14. They 
mittee have therefore elaborated 
in agreed svllabus for a course of | are also described in the special 
training in ‘work study (including ' B.E.E. supplement enclosed with this 
time study) for use by local tech- | issue. 
nical colleges. The course is de- | 
signed to cover three months’ full- | EXT month BUSINESS will be presenting a review of some of 


oe ype spread over two the highlights of the International Office Equipment Exhib- 
years if part- >, 

But this insistence on trainingis | ition which was recently held at Paris 

rather beside the point. Accuracy 

is not a relative conception: a re- — article in the issue will be an important survey of methods 
sult is either accurate or inaccu- adopted by twenty leading British firms in the selection, training 
rate. What the phrase quoted and use of foremen. 

from the report means is that 
errors made by trained men tend 
to be smaller than those made by 
untrained. But the interim report 
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Training (Gee. 5s.), has now been 





Yes action I and speed in your office. 
ene 


Colour in copies clarifies comparisons, gives instant 
identification and emphasis, producing immediate 
effect. Increased effectiveness of colour in 
Stimulating action is shown in actual records of 
experie ce by users of the Banda ‘Master’ Method, 
which reproduces up to seven colours at once, with- 
out inks, stencils or gelatine, from a single * Master’ 
sheet of paper, typed, written or drawn. The Banda 
*Master” Method increases efficiency, saves time 
and in some cases cuts costs by 75°,,. Banda brings 
colour to your copywork and control to your office 
Copies are brighter, points are clearer. Organisa- 
tion runs more smoothly 11 routine or emergency, 
with maximum ease and clean simplicity of Banda 
operation. Colour with the Banda ‘ Master’ 
Method — gets what every director and every 


executive wants—action! 


whatever your business problem —call in [BR & 4A first 


58-60 KENSINGTON CHURCH STREET, LONDON, W.8. PHONE: WEStern 2531 


BUSINESS 





the general assumption that most 
people could not afford to buy so 
much—fell by only 1 per cent. 

People spent only 1 per cent. less 
on entertainments, travel, beer 
and tobacco as a whole. Although 
much less was spent on wines and 
spirits, and slightly less on beer, 
expenditure on tobacco rose by 2 
per cent. 

Generally speaking, it is clear 
that people have chosen to spend 
less on clothes and _ household 
goods, but have been determined 
neither to eat less nor to do with- 
out their pleasures. 


| EFERRING to the article, 

“How a New Industry is 
Helping the Farmer,” in the Sep- 
tember issue, Mr. F. A. Beal, sales 
director of Marshall, Sons and Co., 
Ltd., writes to point out that his 
company, far from being new- 
comers to the tractor field, as 
stated, were probably the first 
company in England to produce a 
wheel-type tractor of a_ design 
that is commonly accepted today 

This was a “Colonial Oil Trac- 
tor” running on petrol and para- 
ffin, produced about 1927. It was 
followed by the Marshall 15/30, a 
crude oil tractor, in 1931, and later 
by the 18/30 In 1934 the first 
Marshall “M”™ two-stroke diesel 
tractor was produced 


THE B.1.M. REPORTS BACK 


YOVERNMENT financial sup- 
port for the British Institute 
of Management is_ inadequate, 
according to the Institute’s annual 
report for 1951-2, issued last 
month. A grant-in-aid of £50,000 
has been included in estimates for 
1952-3, but this is £8,000 less than 
in the previous year Industry 
provided £60,000 in the year under 
review 
The report gives a review of the 
vear’s activities, most of which 
have already been reported in 
BUSINESS. One new venture is 
the establishment of a service for 
the confidential exchange of infor- 
mation on executives’ remunera- 
tion. Approximately 90 under- 
takings are participating in the 
service 
Promised for the near future are 
a publication on Office Accommo- 
dation (jointly with the Office 
Management Association), a pub- 
lication on The Structure of Statis- 
tical Control (jointly with the 
Association of Incorporated Statis- 
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Latest Month 
“BUSINESS” INDICES 


Production 
Purchasing Power 


MANPOWER 
Total Manufacturing 

Industries (thousands) 
Cotton spinning and weaving do. 
Coal (on colliery books) ... do. 
Reg. unemployed (U.K.) ... do. 


PRODUCTION 
Index of production (1948= 100) 
Coal (average weekly 
output) (thousand tons) 
Steel ingots and castings (do.) do. 
Cotton yarn (do.) (mitlion Ib.) 
Woven wool fabrics (do.) 
(million linear yards) 
Passenger cars (do.) (thousands) 
Commercial vehicles (do.) ... do. 
Permanent houses{completed do. 


TRADE 

Value of Imports (£ millions) 
Value of exports... w+» do. 
Freight train traffic (million tons) 
Retail sales... (1947 = 100) 


FINANCE 

Currency in circulation (é£m.) 

Deposits in London Clearing Banks 
do. 


(1948= 100) 
... do. 


Provincial cheque clearings 
(average working day) ... do. 


WAGES AND PRICES 
Weekly wage rates (1947= 100) 
Retail prices ... ins a Oh 
Raw materials prices (1949= 100) 
Mech. eng. ind. -- do, 
Elec. machinery... ne 
Building, etc. 
Import prices... 
Export prices... 


- — 
(1951 = 100) 
= ... do, 


increase (+) or Decrease (—) on o 
Month Ago Yeer Age 


1.4 
0.3 


18.71 
238.4 
186.2 


4.49 
117 


1,407 


6,048 


6.07 


130 

137 

157.4 

51.9 

169.3 

133.4 

96 

105 Same 


*July. +September. {Four weeks to !0th August, 1952. 
All other figures refer to August. 
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Tan-Sad chairs are 


now the established 


a eee,” . 


14 
[va 
a 


seating for modern 
and progressive offices. 
Typists and Executives 
alike require posture 
seating to attain 


maximum efficiency. 


Everyone works 


better ina 


Tan-Sad . 


rs and Patentees 


THE TAN-SAD CHAIR CO. (1931) LTD. 
AVERY HOUSE, CLERKENWELL GREEN, 
LONDON, E.C.I 


SPECIALISTS IN SCIENTIFIC POSTURAL SEATING 
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ticians), three case studies in man- 
agement in British concerns car- 
ried out by the Field Research 
Group, a report on organizational 
research in large-scale undertak- 
ings, and a report on 1,400 indus- 
trial films. 
Membership of the Institute now 350 
amounts to 1,248 corporate sub- vo od ti 
scribers, 702 founder members, 603 r uc on 
individual subscribers, 114 library TYPEWRITERS (VALUE) 
subscribers, 3,512 associates and 
1,810 students 
The annual conference will be 
held at Harrogate from November eee 


13 to 15 00s TYPEWRITERS (VOLUME) 


goeeecase**esrecan, 


ACCOUNTING, ETC., MACHINERY 

Nero charges may be 

4 raised and load shedding may 
continue for at least another three 
years. These possibilities are fore- 
shadowed in the fourth report and 
accounts of the British Electricity 
Authority 

“So long as prices and costs to 
the industry continue to rise.” the 
report says, “some incredase n the 
retail price of electricity will be 
unavoidable.” Recent wage 
creases are expected to add about 
£4.000.000 to B.E.A.’s costs in a 
full year 

On the other hand, the Authority 
is still rigidly opposed to the in- 
stallation of private generating 
plant by industry, which, it claims, 
is neither economical nor n the 


national interest oo Exports 


350 TYPEWRITERS (VALUE 
ELDERLY WORKERS 
\ GOVERNMENT poli 


it encouraging elderly 
people to stay at work Is Ca ed for 
in a discussion booklet on the care 
of old people published by the 
Conservative Political Centre; the 
authors are three M.P ohr 
Vaughan-Morgan, Angu — 


2 
ome 
Gr OTHER OFFICE MACHINERY 


The chart shows index figures 
(1948100) for production and 
exports of various types of office 
machinery. To obtain these, a 
twelve-month moving average 
has been taken of the official 
figures of the Ministry of Supply, 
each monthly figure then being 
expressed as a percentage of the 
corresponding average monthly 100 
figure for 1948. The resultin 
iain tome Saas enteed on 6 ASONDJFMAMIJASON DJ FMAM) 


semi-logarithmic chart. 1950 1951 1952 
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print _ skip print print skip 


to the tune of 3,000 
addresses perhour! 


With the AUTOMATIC SELECTOR 

REJECTOR attachment, the ‘“*Addressall ’’ will 

Visit our Stand No. 2 select and address any given name classifica- 

Business Efficiency Exhib- tions or combinations of same, from a general 

ition, Kelvin Hall, Glas- list, whilst automatically skipping others, and 

gow. Nov. 4th - I4th without disturbing the sequence of any stencil 
in the file. 


With the SHEET FEED attachment, the 
** Addressall’’ will automatically list names, 
numbers, or other data in a continuous 
column form on pay sheets, etc., etc. 


These are but two of the many 
advantages to be gained by installing the 
** Addressall ’’—the answer to every known 
name or data writing problem ! 


We shall be only too pleased to give you 
fuller details—without obligation, of course. 


ddressall 


MACHINE COMPANY 


SOUTHAMPTON ROW LONDON W.C.I. 
TELEPHONE - HOLborn 3571-2 








WILL REPEAT, SKIP, DUPLICATE OR TRIPLICATE ANY DESIRED ADDRESS AT WILL! 
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and Kenneth Thompson. Such a 
policy should incluae an amend- 
ment to the earnings rule (which 
limits pensioners’ earnings to £2 
a week), and a review of super- 
annuation schemes and retirement 
clauses 

On the other hand, Mr J 
Haworth, treasurer of the Nationa! 
Federation of Professiona! 
Workers, suggested at a regional 
conference at Manchester that the 
tendency towards increasing the 
retirement age might have a 
boomerang effect on society 

In a state of less than full em- 
ployment, one of the greatest 
safety valves, to his mind, was to 
have a fairly early retirement age 
with people getting a “legitimate 
pension” instead of queueing up 
for the dole. If superannuation 
were permanently altered from an 
age-60 to an age-65 basis, that 
safety valve would no longer be 
available 

Discussing ways of safeguarding 
the interests of young workers if 
older ones remained at work, Mr 
Haworth said ne favoured the 
scheme whereby a man was pre- 
sumed to have retired, though 
staying at his job, and another 
man was promoted to the job, but 
aid not do it. Employers main- 
tained that they could not afford 
two salaries for one job, but if 
people were remaining in industry 
instead of going on superannua- 
tion, the saving on superannuation 
could be taken into account 


NNUAL conference of the 
i Motion Study Society of 
Great Britain will be held at 
Ashorne Hill, near Leamington 
Spa, from November 7 to 9. One 
day will be devoted to discussions 
on Methods-Time Measurement 
(M.T.M.); other subjects are 
motion study experiments in tex- 
tiles, anatomy and fatigue, and 
designing for motion study 


MEETING JAP COMPETITION 
= SOME TIME Lancashire 
has 


heen complaining about 
increasing Japanese competition in 
overseas markets. Now it is plan- 
ning to hit back. The Central 
Rayon Office has announced a 
scheme to produce standard 
quality rayon cloths at prices that 
will give long “runs” and thus en- 
able British manufacturers to com- 
pete in native markets at rates 
nearly equal to the Japanese 
Arrangements have been made to 
gain new business in the markets 
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POWERS APPOINTMENT. Recently ap- 
pointed general manager of the sales division of 
the Powers-Samas organization is F. J. Nash 
Mr. Nash joined the company 30 years ago and 
during the post-war years he has been home 
sales manager. He has played a considerable 
part in its rapid development and this was 
recognized last vear when he became a director 
of the sales company 


DIESEL TAXI 

Birch Brothers, Ltd 

London taxi owners, 
estimate a fuel saving 
of about Id. per mile 
with this diesel en- 
yined taxicab Ihe 
cab, a normal Austin 
model, has a 2.1 litre 
Standard engine. The 
firm is now planning 
to convert the re 
mainder of its feet 


SHOWROOM FOR 
MACHINES—tThe 
problem cf adequate- 
ly displaying machine 
tools and enyineering 
plant to prospective 
customers has been 
solved by F. J Ed- 
wards, L.td., at their 
new London centre 
Covering 150,000 sq. 
ft., the galleries, 
avenues and bays 
house, display and 
demonstrate the many 
machines the com- 
pany manufacture, 


SALES RECORD—At the Machine Tool Exhibition at Olympia, 
Taylor, Tavlor & Hobson, Ltd., one of the exhibitors, made good use of 
tape recorders. The technical sales manager and his staff recorded 
conversations with visitors to the stand and these were later plaved back, 
edited and dispatched the same day to the factory in Leicester. This 
method saved time at peak periods, allowed sales staff to give more 
attention to customers and eliminated lengthy communications to the 
factory. 





A book for important desks... 


Wherever management is calling for greater efficiency in the control of production, distribution, 


sales or accounting, there are possible applications for Hollerith. To point the way we have 
prepared a book outlining Hollerith Electrical Punched Card Accounting methods and describing 
Hollerith machines. It is essential reading for progressive organisations at management level. 
Ask us to send you a copy today. 


.--1IS It On yours? 


| AOLLER ITA | 
Electrical PUNCHED CARD 
ACCOUNTING 


THE BRITISH TABULATING MACHINE COMPANY LTD 
Head Office: 17 Park Lane, London, W.1. Phone: REGent 8155 


Offices in all principal cities in Great Britain and Oversea 
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of the African continent, and in 
the British West Indies, Ceylon, 
Cyprus, Malta and Mauritius. 
Agreed costings will make pos- 
sible substantial reductions in c.i-f 
prices 

A revised list of standard quali- 
ties for both viscose and acetate 
cloths has been issued, and 100,000 
yards is the minimum order which 
a manufacturer may accept. The 
C.R.O., the Rayon Weaving Asso- 
ciation, the Flat Dyed Rayon 
Association, and the Federation of 
Calico Printers have agreed that 
the same prices shall be paid for 
the same cloths or the same pro- 
cess. Regulations rule out both 
debasement of quality and price 
competition between the producing 
units. As merchants are under 
agreement to sell the same cloths 
in the same widths at identical 
prices fixed by the C.R.O., there 
can be no competition in the sell- 
ing itself. 

The Central Rayon Office was 
established in 1940 by the Rayon 
Export Group with foreign com- 
petition in view. It is not a trading 
organization, and orders are put 
through the ordinary trade chan- 
nels. The chairman is Sir William 
Palmer, chairman of the British 
Rayon and Syntheti Fibres 
Federation 


gIFTY young working girls are 
spending a month at Bispham 
Abbey, near Marlow, riding, boat- 
ing, camping and taking part in 
theatricals and organized singing 
They are participating in a course 
organized by the Outward Bound 
Trust for working girls who shou 
promise of developing qualities of 
leadership. The girls have been 
chosen by their firms, and most of 
the big firms in large industrial 
cities are represented The month 
comes out of work ng time and 
many of the girls are receiving full 
wages while away. The fee of £25 
is paid by the sponsoring firm 
If the girls respond well, the 
Trust may open a_ permanent 
centre which could provide courses 
for 800 girls a year—the minimum 
number which would make the 
proposition economical. The work 
of the Trust in running courses for 
boys was described in BUSINESS 
in August last 


COVER STORY 


WOR one day a BUSINESS 
editorial office took on the air 

of a very smal! Business Efficiency 
Exhibition, because the machines 
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LIVERPOOL EXHIBITION 
Mrs. 8S. S. Elliott, M.B.E., 
exhibition director of O.A.B. 
E.T.A., welcomes the Deputy 
Lord Mayor of Liverpool to 
the North West Business 
Efficiency Exhibition which 
was held in that city from 
September 22 to 27. On 
the left is J. A. Cumming, 
member of the O.A.B.E.T.A. 
Council. Nearly 8,000 
people visited the exhibition, 
which had 50 exhibitors. 


TRIUMPHANT To be seen for 
the first time at the International 
Motor Exhibition is this new 
Triumph sports’ car. With its 
striking lines, 4-cylinder, 17 h.p 
engine and a top speed of 90 m.p.h., 
it is anticipated that it will be a 
success in America. Production 
commences in the spring of 1953 


ECONOMY BUS— Like the diesel engined taxi, this Levland Tiger Cub 


bus is a fuel saver as well. 


With a 44-seater body it weighs well under 


six tons and does between 13 and 16 m.p.g. This has shown a saving 
of more than $d. a mile on fuel alone over other buses of the same size 











FICE = 


There’s an | Desk 


ior evel everyone in 
vour Office 


EXECUTIVEJDESK. Mode! 6850. 60° x 33”. 
Adjustable in height from 29” to 304 Left-hand 
pedestal fitted four shallow drawers. Right-hand 
pedestal with two shallow drawers and one deep 
filing drawer mounted on patent ball- -bearing 
suspension guides. Optional kneespace drawer. 
Automatic locking to pedestal drawers. Two 
pull-out slides, one with Abbess patent insert tray 


RECEPTION CONFERENCE DESK. Mode! 
6650. 60° x 33°. Adjustable in height from 29 
to 304 Two shallow drawers and one deep filing 
drawer with patent ball-bearing suspension guides. 
Automatic locking. Pull-out slide with Abbess 
patent insert tray. Ideally suitable for small 
conferences (4-5 people). 


SECRETARIAL DESK. Mode! 6840. 48° x 33”. 
Adjustable in height from 29” to 304 Left-hand 
pedestal with two shallow drawers and one deep 
filing drawer mounted on patent ball-bearing 
suspension guides. Automatic locking to pedestal 
drawers. Optional kneespace drawer. Pull-out 
slide with Abbess patent insert tray. 


ABBOTT BROS. (SOUTHALL) 


fhbess Works. 
Southall, Middlesex. 


Telephone Southall 1357 





The WAME on yous desk means a tot to you 
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that appear in our cover picture 
had to be taken by our photo- 
grapher at the right angle and in 
proportion, so that they would 
make an impeccable procession 
along the artist’s conveyor line 
Machines which were borrowed 
for the occasion are (reading from 
the lower right-hand corner) 
Banda spirit duplicator (Block and 
Anderson, Ltd.); Sundstrand Class 
E accounting machine (Underwood 
Elliott Fisher, Ltd.); Duplex elec- 
tric calculator (Burroughs Adding 
Machine. Ltd.): Imper al 60 type- 
writer (Imperial Typewriter Co 


Ltd llEF ‘lectri 


The Keystor punch. 


machine (National Cash Register 
Co Ltd.); Time-master dictating 
machine (Dictaphone Co., Ltd.); 
and Kardex visible record cabinet 
(Remington Rand, Ltd.). A selec 
tion of modern office equipment 
would be incomplete’ without 
punched cards, but no modern 
example was small enough to be 
accommodated on the “cover con- 
veyor.” We show here the 
machine we borrowed for the 
occasion—a Hollerith Keustor 
punch manufactured by the 
British Tabulating Machine Co 
Ltd 


FALL world mir 

A manniacturing ndustr 
duction during the second qua 
of 1952. chiefly because of a sl} arp 
drop in British production and the 
American steel strike, is reported 

the United Nations Bulletin of 
Statistics. The index of production 
fell by 2 per cent below the figure 
for the first quarter 

Industrial product on 
was approx mately 7 
helow the level of the firs 
and 8 ver cent. below tha 
same rfer of 195] Declines o 


to cel vere reported by 
Belgium, Canada, Denmark, the 
Netherlands and Sweder In- 
creases of 3 to 4 per cent. occurred 

France, Western Germany and 
Japan. In India and Soviet Russia 
output during this period was 7 
and 11 per cent. resvectively above 


the correspo? d ng 1951 figure 
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If you trained an Octopus to do clerical work your 
labour problems would be solved. The mechanical 
Octopus — BRADMA — can handle your factory 
Documentation, Labels, Wages, Envelopes, ‘Time 
Sheets and Cards, Statements, General Mailing, etc., 
at the speed of ten or twelve typists and with 


greater accuracy. 


BRITISH ADDRESSING MACHINES 
IND BUSINESS SYSTEMS 


FOR CLERICAL MECHANISATION 


ADREMA LTD., TELFORD WAY, LONDON, W.3. 
Telephone: - - SHEpherds Bush 2091 








UNDERWOOD-SUNDSTRAND 


ADDING MACHINE 


WITH THE TWELVE-KEY KEYBOARD 


BECAUSE there are only 12 numeral keys, arranged in 


S | 
imp or natural sequence in a compact area, all under the finger-tips 


bd Yd 
of one hand + Touch operation is quickly and easily acquired. 
There is an 

Underwood Sundstrand model E. e BECAUSE it is simpler and because the newly designed keys 
especially suited to your aslei have been shaped to fit the fingers, giving increased keyboard 
\dding-Listing needs accuracy and positive finger-tip control -* The key touch has been 

one that w ave vo ost time ¢ 7 
me that will - thal ' time and lightened, permitting operation for long periods without fatigue * A 
money by eliminating waste time, 
reducing errors to a minimum and 


increasing the efficiency of your a — BECAUSE it is simpler and easier to operate and because 
organisation. 2 Cr’ 

-_ cushioned action throughout eliminates operating noise and 

sie reduces fatigue Touch operation avoids head swing and eye wandering 

“ 


slight touch of the finger operates the feature keys 


The compact keyboard reduces hand travel + Automatic column 


selection and automatic feature kevs reduce mental effort. 


UNDERWOOD .- ELLIOTT FISHER - SUNDSTRAND 
a ; a 
. Ipced lhe Y/ t 0} Uj % Bus CHOISS 


UNDERWOOD ELLIOTT FISHER LTD., 4-12 New Oxford Street, London, W.C.1I. Telephone : CHA 313! 
Factories: Brighton, Sussex. Sales and Service Everywhere 
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iM 


—Key to Greater 


—bffictency 


“( RGANIZATION and 
Methods”—-O & M for short 
was born in 1941, when H.M 

freasury set up a new division 

with this title. The division—de- 
scribed in BUSINESS in August, 
1949—-consists of a small staff of 
expert advisers on whom any 
government department can cal! 
for help, either in overhauling the 
whole way in which its work is 

run, or in finding a solution for a 

specific problem in a single office 
Since 1941, O & M has spread 

widely Now al the 
government ministries have 

own O & M divisior 

have many local authorities and 

nationalized industries. Large busi- 

ness undertakings like i.C.I. and 

Unilever have followed suit. To- 

day the ranks of O & M workers 

are large enough for the Office 

Management Association to have 

started a special O & M section 

for them 
For al! its ‘ss, howevel! 

O & M has remained n 

of a mystery Published materia! 

about it has been scanty and 

limited in circulation 

cal application has been ti 

to non-industrial fields or, within 

industry, to a few large-scale firms 

The average businessman has con 
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By the EDITOR 


sequently tended to write oll 
O & M as one of the esoteric fads 
that the big boys can afford to play 
with, but which is not for him. 

This is unfortunate. ForO & M 
is a technique that can lead to 
improved efficiency on all but the 
very smallest scale 

The large firm, that can afford 
to employ a bevy of skilled special- 
ists, will naturally get more out of 
O & M than a concern employing 
only a single man, or one bringing 
in a man from outside on a part- 
time basis gut, £ for £, they wi 
both get what they pay for 

How they get it has recently) 
been described in considerable de 
tail by H. O. Dovey, an executive 
of the O & M Division, H.M. Trea- 
sury, in a Handbook of Organiza- 
tion and Methods Techniques 
This important document’ was 
compiled for the _ International 
Institute of Administrativ: 
Sciences, and published by them 
with a grant from the United 
Nations. It is not as yet available 
in this country So BUSINESS 
recognizing the importance of the 
Handbook, is-—with the permis 
sion of the United Nations—devot- 
ing three major articles to a sum- 
mary of its contents 
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VENHE O & M division has proved 
its worth in government ad- 

ministration. What can it 

the businessman” 

In the first place, the O & M 
Givision can be regarded as a man- 
agement maintenance department 
keep the wheels of 
revolving smoothly 

on the way 


norma 


otter 


Its job is to 
organization 
by routine che 
is handled under 
Gitions to ensure that efficiency 
maintained And where bottle 
necks occur, an O & M investiga 
tion will rapidly pinpoint the 
measures necessary to restore a 
normal flow of } 

Successtul 
pend primarils 
the O & M man responsible. He 
needs a variety of equipment: per 


f imen 


sonal qualities ot 


WOrkK 
con- 


O & M de 
calibre ol 


resul in 


patience, ac 
and persuasion, and a 
ol management clerical 
cedures and office machinery Sut 
too, to Know how to go 
job, how to 


knowledge 


pro- 


he needs, 
about his 
people, how to get and record in- 
formation, how to sort 
it, and how to build up his conclu- 
ions. And this i what the 
Handbook and these 
can teach him 


The O & M Man 


ipproach 


and clarify 


articles 


VENHE O & M man is, normally, a 

member of a specialized 
team. He purely in an ad- 
visory capacity, and is in no way 
responsible for the work under re- 
view. That responsibility remains 
with the head of the department 
concerned. Hence the O & M 
man’s first job is to get and keep 
the collaboration of the head of 
the department in which he is 
working He may have to sell, not 
merely himself, but the whole idea 
of O& M. either by doing a smaller 
job in or near the department to 
seeing that the 
xecutives who 
used O & M 


acts 


or by 


other 


be examined 
head meets 
have successfulls 
methods 
Collaboration at the top is vital 
The O & M man can only advise 
To get the head of the department 
to accept his final recommenda- 
tions, he must obviously keep his 
interest and confidence 
Nor must the search for 
ration stop at the top. TheO&M 
man in the course of his work 
comes into contact with staif at al! 


collabo- 


50 


levels—and the closer the better 
It is often on the goodwill and 
understanding of the people who 
will actually operate a system, 
at the lowest levels, that the 
success of a survey depends. In 
particular, O & M work must be 
recognized by all concerned as a 
work improvement study and not 
as a fault-finding expedition. 
Special measures may be needed 
“put over’ O & M work to all 
stafl Some industrial consul.anis 
have found demonstration films 
useful means of securing interest 
and understanding 
Nor does the need for collabora 
tion always end at the offi 
On occasion the O & M man may 
need the help of representatives 
staff associations or trade unions 
In such however, the ap- 
proach should normally be made 
through the personnel department 
Indeed, as a general rule, ‘he 
O & M man must be alive to the 
possible effects of his work on re- 
cruitment policy, job grading, the 
size of statf, working conditions 
ind welfare, and other matters, 
nd beware of crossing wires with 
responsible for these 
tions. The O & M man 
always be aware of the limits of 


even 


> COO! 


Cases 


those 


must 


his preserves 


func- 


But if O & M work has its diffi- 
culties, it also has its advantages. 

The O & M man has time to 
spare. Undistracted by routine re- 
sponsibilities, he can examine the 
way the wheels go round at 
leisure 

He is independent. Outside the 
hierarchy, he need not think of his 
own position cr of the 
reactions of a colleague. 

He can view the work objec- 
tively, unburdened by the habit of 
familiarity And he can see the 
place of the unit in the larger 


possible 


organization 

And, finally, he brings to the 
study his personal experience ani 
that of his O & M 
though he must never over-empha- 
size the value of this He will 
nave a ception if he pro- 
claims the custodian 


the one organizing 


colleagues 


poor re 
that he is 
“best 


way” of 


Planning the Job 


a* O & M assignment normally 
4 { into five sections 
(a) Determining the 
of the assignment 
b) Planning the assignment. 
(c) Collecting the facts 
facts; and 


alls 


object 


(d) Analyzing the 


What 0 & M is 


Like all experts, the O & M man has produced his own 
jargon. Fortunately it is simpler than that of most specialists. 
Here are the major definitions : 


© & M Work means the study of organization and methods. 


An O & M man is the person undertaking O & M work. 


An assignment means a self-contained study of a particular 
unit. 


A unit is an organized group of staff, whatever its size; each 
person in the unit is said to occupy a post in the unit. 


An office is an alternative word for a unit. 


Organization means the relationship between the individual 
posts and between the groups of posts constituting the unit. 


Methods means the processes they use in their work. 


A fact is a verified item of information. 
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(e) Submitting proposals and 
subsequent action. 

Particular O & M assignments 
vary enormously One job may 
be to study the whole organization 
and methods of a government 
department or a large concern 
The next may be restricted to a 
Single procedure in a single office 
For this reason, it is vital that the 
terms of reference of a_ specific 
enquiry should be _ defined, in 
writing, as strictly as possible 

First stage in an assignment is 
a preliminary survey. This usually 
starts with a rapid survey of any 
documents available regarding the 
;unit under review Then follows 
fa preliminary interview between 
‘the O & M man and the head of 

; the department, followed by a few 
?sample interviews at lower levels 
; Alternatively, the O & M man 
*can make a rapid inspection tour 
; of the office 
* general impression, and may 
up weaknesses for further study 
_ people waiting for work, piles of 
work on desks, signs of prepara- 
tion for the tour, etc 
On the basis of the preliminary 
survey, the shape and time-table 
of the full enquiry can be formed 
subject to review. Such reviews 
should be made often—much time 
can be wasted in collecting facts 
that have no value 


Collecting the Facts 


gIRST facts to be collected are 
those affecting the objectives 
of the office under examination. In 
general, these are determined by 
top management. The O & M man 
cannot criticise them— but he 
must understand them. And he 
must decide how far the various 
activities of the office contribute 
to these major objectives 
Two dangers arise: colle 
facts about activities that clearly) 
cannot be justified, and not collect- 
ing enough facts to get an under 
standing of objectives. For state- 


ments oO objectives must be 


treated with caution; people are 
only too apt to state as the objec- 
tive of their office simply what 
they are used to doing. 

The collection of facts often con- 
stitutes the biggest part of O & M 
work. The O & M man needs facts 
on which to base his recommenda- 
tions, and with which to argue his 
case in their support. On this 
basis, the more facts he has, the 
better. On the other hand, the 
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Eleven Stages in the 
Preliminary Survey 


A definition of objectives for each field of activity. 
A list of functions or main duties (to be associated with 1). 


An organization chart showing the division of work and 
location of staff. 


information on the numbers of staff allotted to : 
(a) main duties; 
(b) ancillary services. 


Basic information on work-load (e.g. number of cases 
handled, volume of mail, of callers, etc.). 


An outline of the main operations of work showing the 
time required and an indication of peak periods of 
activity. 


Identification of main working contacts with other units. 


Samples of statistical or other returns used for the 
control of the work, particularly any indicating the 
extent of arrears of work. 


Some samples of the main jobs done, e.g., 
(a) by reviewing a few “‘ cases "’; 
(b) by a quick survey of typical operations; 
(c) by following a document quickly through the 
main stages of handling; 


(d) by examining a completed programme of 
work. 


10. Examples of user or customer views and ways of finding 
them. 


11. A quick examination of physical conditions—accom- 
modation, layout, etc. 


collection and recording of infor- January 15th, 350 file movement 
mation takes up the time both of were recorded involving 

the O & M man himself, and of the ) avoid the dangers 
ifficials of the department general observations 

‘Blind” tact-finding is wasteful in To avoid general statement 
itself and may result in the accu- O & M man should: 

mulation of a mass of material ] get information at first 


( 


which is difficult to analyse. So as much as possible 

a compromise 1s necessary. 2 get information irom 
Quality of information is as im- authoritative source; 

portant as quantity General 3 set a description 

statements should be suspect; the activity involving two 

more gencral a_ statement, the from each man; 

greater the possibility of mis- 4 examine general statement 

understanding. Some information critically to see 

must necessarily be in general (a) how far implications about 

terms, but these should be what happens in particular in- 

accepted only as a starting point stances can be substantiated 

for a particular line of enquiry from personal observation or 

Statements, including measure- written records, and 


ments (e.g., “in the week ending (b) how far deductions from 
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This diagram, reproduced from an 

article in BUSINESS in August, 

1949, shows one form of organiza- 
tion chart. 


the statements are consistent 
with other evidence; 
5 check whether statements 
are made observation, or 
are merely “what must happen” 
ignore exceptions to normal 
practice; 
pay due attention to com- 
ments and opinion from staf! 
to further enquiries 
Facts must be recorded in note 
torm they are gathered. Fact 
collecting is hard work Some 
O& M men limit to a Maxi- 
mum of two hours at a stretch, and 
write up daily a record of the 
rough notes taken during the day. 
Their purpose is not merely to 
make a record, for later reference, 
but to detect inaccuracies, lack o 
precision or other weaknesses in 
the information that often escape 
notice In conversation 
This periodical writing up of 
notes, too, inevitably leads to a 
critical and analytical attitude to- 
wards the information while it is 
eing collected. Thus the pro- 
fact collecting and analy 


on 


as pointers 
as 


1 
pells 
pei 


esses of 


is merge 
Asking Questions 
( {OLLECTING means 
ing further questions and the 
extension ontacts 
made with staff during 
liminary surve} The 
tain collaborati n at all 
comes more es 
Five must be 
mind 
| always 
executive 
down the hierarchy to 
you want to question; 
10t take understanding of 
the purpose of the 
granted; however good _pre- 
iminary  publicit may have 
been, some people w t be in 
the dark 
about; 
limit questioning to times 
when routine work will not 
be too seriously hampered; if a 
time has to be chosen, find 
out in advance what the work is 
and then observe in silence; 


facts ask 


of ¢ already 
the pre- 
need to ob- 
levels be- 
sential 


porne in 


evel 
point 


the 
and 
the 


approach 
first 


senior 
work 
man 
do 


urvey {cr 


as tl wnat IS al 


busy 


and 
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note when the 
questioned has 
and switch to some 


be quick to 
man being 
had enough, 
other work 


VENHE facts governing the organi- 
zation and methods of a unit 


fall eight headings 


fall under 
| The objectives of the unit. 


Objectives of the unit will 
overed in the prelimi- 
survey, but definitions of 
may have to be revised as a 


further 


have been c 
facts 
2 Its organization structure. 


The 


sual 


head of the department 
e to draw up a 
rough organization chart, which 
O & M man can and 
amend on the basis in- 
formation gained from  subordi- 
nates. It is often worthwhile to 
trace the development of the 
existing form over a period 


Will u be abl 


the revise 
further 


f 
ot 


The duties of individuals in 
the unit and the measure of 
delegated authority. 


Official lists of duties and re- 
sponsibilities are often inaccurate 
and inadequate. On the other 
hand, many people are unable to 
explain clearly and correctly their 
full range duties and responsi- 
bilities—particularly at higher 
levels. All the more care is neces- 
sary in getting a proper under- 
standing of the duties of higher- 
ranking staff. Delegation varies, 
even within a single unit, and a 
note on the proportion of time 
spent by individual senior officers 
on supervision is useful. 

A note, too, should be made of 
how far men with nominally iden- 
tical duties are, in fact, doing the 
same things 


of 


4 The procedures and other 
action taken by members of 
the unit, and the various 
forms used. 

Procedures are connected series 

operations necessary for ad- 
ministrative action. They can be 
conveniently recorded in graphic 
form in procedure or _ process 
charts. Use of such charts is valu- 
able because it ensures, firstly, that 
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all necessary facts are collected, 
and second, that they are pre- 
sented in logical form. Office pro- 
cedures usually divide into a num- 
ber of main and subsidiary flows; 
where alternative or subsidiary 
procedures are important or fre- 
quent, a separate record may be 
needed for each 

Not all activities can be recorded 
by charts; the exceptions should be 
recorded as a catalogue or diary of 
things done over a representative 
period by the individual con- 
cerned, with notes and comments 
linking the actions with those tak- 
ing place elsewhere. Even where 
procedures can be charted, too, 
discrimination should be used to 
avoid wasting time on irrelevant 
details 


Work load, time taken for 
operations, frequency of 
operations, cost and any stan- 
dards of performance which 
may have been adopted. 
Procedures show how a job is 
done; but it is also necessary to 
know how often it is done, how 
much is done, how long it takes, 
when it must be done, and at what 
cost in money and man-power 
Hence information must be _ ob- 
tained under any one or more of 
the following heads 

(a) intake of work; 

(b) output of work; 

(c) arrears of work; 

(d) use of staff (including 
“common = services,” such. as 
typing pool, messenger, records 
services, etc.); 

(e) trequencies of operation 

ages cf operations, cycles 
work for main flows, overal 
sectional time-tables; 

(f) actual or estimated time 
taken for main phases of the 
process, including preparation, 
transit and “lying” times; and 

(g) cost in staff, equipment 
and materials of a specimen pro- 
cess, or of a whole activity or 
unit over a given period 
Special records may have tc be 

initiated f a limited period to 

of his information; 
if so, the sooner they are intro- 
duced the better. Samples should 
be used where possible to avoid 
unnecessary work. The period of 
time covered, too, is important if a 
representative picture is to he 


This chart, as used by Imperial 
Chemical Industries, and repro- 
duced from an article in BUSI- 
NESS in March, 1950, shows part 
of a typical procedure diagram. 
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secured Graphs and tables are (b) Forms, schedules, et 
useful aids to recording under this may be over-elaborate, too 
head. numerous or even unnecessary, 
so that the customer becomes 
unco-operative and additional 
work is caused Minor changes 
sary for the work under- in procedure may produce a 
taken. change in attitude. 
Where the work of the depart- (c) They may be difficult for 
ment under investigation links the customer to fill up 
with that of another department, (d) The customer may be 
an O & M man may have to go to able to supply information, e.g., 
the second department to get a full carbon copies of existing docu- 
understanding of the relationship ments, that will avoid copying 
But outside contacts should be as or separate recording in the 
limited as possible. department 


Relationships with other 
units which may be mneces- 


User or consumer attitudes Customers, in this context, of 

and needs. course, may include other depart- 
ments in the same firm, a trade 

Office procedures and actions association. or a government 

should be looked at not only from department 

the point of view of those engaged 

in them, but also from that of the ——- 

people served by the activities ( THER possibly relevant factors 

For instance include working conditions 
(a) Proper understanding of ‘taff morale, supervision, etc 

a customer’s requirements may The extent to which an O & M 

reveal that they can be satisfied ™an will have to investigate work- 

in another. more economical. i®8 conditions will depend largely 


way. Continued on page 127 
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VANHE INTELLIGENT 
man, faced with the 
make decisions affecting 
duct of his organization, demands 
hard facts on which to base them 
But he is immediately confronted 
with a dilemma The facts are 
there, in abundance Presses the 
world over are continually turning 
flood of 


newspapers 


ONusiness- 


the con- 


out a periodicals 
pamphlets report 
and patent specification Hidder 
somewhere in th lass of print 
are the facts that he wants 


himself has 


IOOKS, 


time to read 


3ut he 
f tion of the 


only a minute fra 
literature that finds its way to his 
desk, and no time at all for the 
remainder that never him 
So how can he ensure that he gets 
the facts that he requires? 

There are three ways ir 
he can tackle the problem 

First, he can ignore everything 
except the handful of newspapers 
trade and technical journals and 
the like that he and his staff can 
read and digest between them 


reache 
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need to 


How 


to 


Get the Facts 


Information, 


Please ! 


By PAUL NUGAT 


Second, he can rely on the ser- 


vices of a specialized organization, 
such as the Association of Special 
Libraries and Information 
(ASLIB), or the 
specialized libraries of such bodies 
as the Science Museum, the British 
Institute of Management, the 
Department of Scientific and 
Industrial Research, the 
associations, and the like. 

Or, third, he can at 
set up his own company library 
staffed by a qualified librarian, 
which will sort and store the type 
of facts that are likely to be 
needed by him, and search out any 
specific facts that have not already 
been obtained 

A recent investigation by the 
Department ot Scientific and 
Industrial Research throws inter- 
esting light on the extent to which 
British industry is adopting these 
three methods The report has 
not been published, but BUSINESS 
has been permitted to publish ex- 


Bureaux 


research 


some cost 


clusively a few of the more impor- 
tant results 

The survey revealed that two- 
thirds of the firms in a representa- 
tive cross-section had no person on 
their staffs responsible for dealing 
with scientific and production 
problems, and that, of the remain- 
ing third, very few individuals 
possessed the necessary qualifica- 
tions for the work. Three-quarters 
of the firms covered took less than 
five periodicals, and had less than 
50 books of reference on their pre- 
mises It seems fairly obvious 
therefore, that a high proportion 
of firms in this country fall into 
the first category, relying on a re- 
stricted number of sources fo! 
their information, and therefore 
in all probability—missing much 
of the information vital to the suc- 
cessful operation of their business 

For such firms, one answer to 
the problem of finding and collat- 
ing information is certainly the 
specialized agency, such as the 
Association of Special Libraries 
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‘Behind Your 


_—— 





nee seer 


Bureaux This 
generally called 
and not with- 
anxiety, evolved as 
for commercial! in- 
research and industrial 
inquiries. Last year their infor 
mation bi received 3,521 in 
quiries, 48 { cent. of which were 
put through industria and 
commercial! firms These 
23 per 


only 23 


and Information 
organization 

ASLIB 
financial 
a clearing house 


has slowly, 


out 
telligence, 


ireau 


C1 


regan 
zations represent t 

the total mem 
but thelr 


quests for ¢ 


cen 


ership 


published 
ith a Sinhales 


wanted to 


relerences ol 
gentieman 

who 

insertwl! ny 
ishes Thi 
Sinhalese plat 
with 
the intormatl 


mu 


bristles int I 
ASLIB, the 
order (worth &£ 
tish firm It 
not rtne 


order would provat 


ink 
ed 


7.000) 


peen 


is 


placed on the Continent 


Answering Queries 


ASLIB was able to answ 
‘ss tnan per 


mm its 


68 cent. ot 


wn no ! 
The re 
were answered ASLIB ~ 
national and internationa 
work of contacts Whatever 
ultimate source of information 
may prove to be, the cnie! alm and 
this service 1s speed So 
that the answer can be found 
within 24 hours, most vork 
if searching and comm 
done by telephone 

ASLIB is providing 
service in the field of books 
pamphlets. Specialized literature 
has a limited circulation and there- 
fore tends to be Thi 
; one of the reasons why industria 
librarians can never hope 
free from the need to bor 
those con- 
short 


piece 


resource 
net- 


the 


object ol 


ana 


expensive 


to € 
entire! 
row books, 
taining no 
tract relevant 
search Thro 
borrowing from 
competitors, m 
most 
In 


especially 
more than a 
to one 
igh 
are 
from 
from 
ries 
own 
One other important 
industry remains to be 


of the specialist libr 


the country and ASLIB’s 
service t 
mentioned 
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Busines: 


- 


at this juncture. Keeping al 
of technical and scientific develop- 
ments cannot be confined to mate- 
published in the English- 
speaking world Some firms 
rtunate In having employees Who 
have both the linguistic and the 
ubject qualifications necessary t 
foreign documents 
etc.; but few can 
ast of their complete independ- 
nee in this matter At 
nent request, ASLIB 
montns ago the m 
indexing the unput 
held throughout the 
th Thus two or 
ms with < ymmon interest in 
same document aved the 
and waste duplicate 
Where tne 
K l unt 
the inquirer in 
with an 


reast 


rial 


are 


ranslate 


periodicals 


govern- 
beezan me 
task 
lished trans- 
Com 
more 


pense 
anslations index 
nows i wort ranslated 
ASLIB puts 
munication 


ember! 


panel o ansiators who 


tr 

tiates directly regarding fee 
The conduct of ASLIB's altair 
vested in isting al 


members 


a councl ‘on 
ted 
ne-third of whom retire 
The council may 
additional persons 


n ol 0 elec 
t annualls 
co-opt up to five 
There is a 
honorary ure! 
d an honorary secretary TI 
head of the staifl, responsible for 
carrying out the council's poli 


the director 


president, an treas 


The council delegates 
the detailed business of the Asso 
ciation to its Executive and 
Finance Committee and the follow- 
ing standing committees 
Meetings Com 


mucn 


Conference and 
mittee 
Education Committee 
Information and Libr 
mittee, 
Publications 
mittee 
Mem 
10s 
industrial or per 
lor non-profit-makinz 
and » 


individua n 


ary 
and Editorial Ce 


ership ¢ 

per annum tor commercial ana 
ganizations, £509 
co ) 


zations 


a 
function 


pre 


mpans 


yper 


argument 
tion of works lit 
nonth-old cons 
which ASLIB ha 
id D.S.1I.R 
help establish library and infor 
tion tacilitie 


mmerce 


ervi 


wit} t} 


aul 
n al 


try ind 


within indu 
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firms already operating these faci- 
lities and enjoying membership of 
ASLIB are most encouraging 


The Works Librarian 


The Paints Division of Imperial 
Chemica! Industries, Ltd.; the 
Research Division of Metal Box 
Co., Ltd., and the British Oxygen 
Co., Ltd., are in this position. All 
three firms, either on account of 
expanding laboratory work or by 
the very act of starting a research 
project, were faced by such exten- 
sive informational demands and 
queries from laboratory worker 
that it seemed necessary to ap- 
point someone to run a centralized 
library. 

This is an extremely difficult 
position to fill, demanding the kind 
of dual qualifications not 
found in person. Ideally, an 
applicant for the job of industrial 
librarian would have taken the 
Library Association's examina 
tions and would also hold a science 
Further, he would have 
experience ol 
his firm's research activities 
Inevitably in the circumstances 
there are two prevailing schools of 
thought: one favours the appoint- 
ment of a scientist with the ability 
to master librarianship; the other 
believes in the qualified librarian 
with the ability to assimilate 
scientific and technical matter 

In the case of I.C.I. Paints Divi- 
sion and the British Oxygen Co 
the appointment was an interna 
one and both librarians were scien 
tists; in addition, in LC.I. Paints 


usually 


one 


degree 


had several years’ 


1 


Division, the librarian holds a 
qualification in librarianship. In 
the case of the Metal Box Co. 
Research Division, the appoint- 
ment was external and_ the 
new-comer was a qualified libra- 
rian. The successful growth of all 
three libraries suggests that per- 
sonality as well as qualifications 
is essential if the information ser- 
vices are to acquire their rightful 
status within the organization 
The record shows that the failure 
ot an information service can 
nearly always be traced to the in- 
ability of the librarian (often an 
unqualified junior) to earn the re- 
spect of heads of departments 


The Librarian’s Work 


size of an industrial library 
is governed by the breadth of a 
firm's field of interest Mr. D. V 
Arnold, of LC.I. Paints, sub- 
scribes to 300-400 periodicals and 
documents. His library serves the 
six factories within Paints Divi- 
sion, providing both technical and 
commercial data for every grade 
of worker within every depart- 
ment—customers not excepted 
The book and periodical library, 
holds a_ stock of 5,000 bound 
volumes 

Mr. J. W. Coates, of British 
Oxygen Co subscribes to 175 
periodicals, and has acquired 2,500 
books in the six years of the 
library’s existence. He estimates 
he borrows 1,000 journals from 
some 80 libraries every year. His 
ibrary and information depart- 


The 


ment also cover the whole of his 
company’s activities and factories 

Mr. D. J. Foskett, of the Metal 
Box Co., is in a rather special posi- 
tion. The company run at their 
head office a comprehensive infor- 
mation and _ statistical service, 
whose concern is with the collec- 
tion and dissemination of commer- 
cial, industrial, economic and sta- 
tistical information throughout the 
organization. Mr. Foskett, who is 
the Information Officer of the 
Research Division, cor- 
responding service for technical, 
engineering and scientific informa- 
tion. He receives some 180 periodi- 
cals and provides material to the 
company s 1 factories in Great 
Britain 

The value of these libraries 
should be measured by the effici- 
ency With which material is 
examined and circulated, not by 
the volume of print received. Mr 
Arnold. of L.C.i. Paints, has daily 
access to much of the incoming 
and outgoing correspondence as 
well as more conventional mate- 
rial Few managements aré 
willing to do this, though Shell- 
Viex Holland, recently decided 
t the ibrary section 
ming publicity 


runs a 


‘ give first 


sight of al ne 
material 

This is merely a beginning. Cur- 
rent literature must circulate sys- 
tematically. the research staff hav- 
ing first ca and all three « 
panies have adopted the rec 
nized practice of employing at 
east one full-time abstractor on the 
library staff British Oxygen em- 
five full-time abstractors and 
one techno-commercial translator 
who makes some 200 translations 
a year, and all three firms sub 
scribe to the abstract journals in 
the fields covered by their com- 
activities The expense 
repaid by the speed 
information Is circu- 


ploy 


panies 
involved is 
with whicl 
lated 

The fortnightly cir 
culation of a company’s’ own 
abstract bulletin is the best method 
of encouraging employees to seek 
further knowledge Provided a1 
abstract contains a sum 
mary of the main contents of the 
book or journal received, the most 
overworked employee can deter- 
mine at a glance what bearing the 
original unabridged version wi 
have upon his particular interest 

A second and no less important 
function of abstracting is the op- 
portunity it provides for the cir- 
culation of a news-letter with 
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weekly or 


concise 





items of general interest to all sec- 
sions of the staff. The Research 
Division of Metal Box issue an in- 
,formal fortnightly news-letter, 
which is circulated among all their 
factories. About 100 requests are 
received fortnightly for ol 
the original publication The 
ibrarians of the Paints Division of 
I.C.l. and the British Oxygen C: 
perform the same duty 
The cost of equipping 
ing a works library is, of course, a 
ig consideration. Few firms are 
Willing to publicize their own ex- 
periences, but it would be unfortu- 
nate if others held back ack 
f : tics. Would Paints 
: Division ol L.C.I the Research 
: Division of Metal Box Co., and th 
sritish Oxygen Co. employ library 


la nine, eight and 11 people 


loans 


and stall 


respectively unless thelr mManage- 


mvinced that these 
fit-making” 


] most profitable” 


nents 


were 
10n-p! department 
in ellect 
at ome o! the concrete 
savings that the forma- 
tion of a centralized library wi 
Firstly, there are the 
1K which every depart 
considers e 


hinan 


produce 
‘cal 
ment head 
even if they are 
than half a dozen occa 
course of a year 

Second, there are the requests 
information Many of 
answered by a libra- 
from his own experience or 
knowledge of the files, or by virtue 
ff his unique personal relations 
with members of the staff. Tech- 
nicians and scientists notori- 
bad at acquiring and hand- 
ling source material; quite apart 
from the sheer wastage of time 
involved in having skilled and 
well-paid employees fumbling 
about for vital information, some 
1! the surveys necessary to a re- 
search project are complex and, in 
the qualified libra- 
rian, will have to be “put out” at 
onsiderable expense 

Mr. D. V. Arnold reckons to con- 
duct two or three bibliographica! 
surveys each week Such §sur- 
are an integral part of a 
librarian’s work. Together with 
the unpublished, but “open,” re- 
ports arising from research within 
i firm, these surveys have a great 
public relations value 

But the possession of an indus- 
trial library is no guarantee that it 
will be used properly. The man- 
agement that frowns upon its 
technical personnel for being in the 
library during working hours is 


ssentia 
used 
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for factual 
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A 12-Point Information Service 


1. Enquiry bureau with special section for industrial 


enquiries. 


Aslib library and 
technical subjects. 


inter-library 


loans for all 


Index to unpublished translations held in the 


Commonwealth. 


Panel of specialist translators. 


Microfilms of war-time enemy technical journals. 


Document reproduction service. 


Index to university research. 


Employment register of information officers and 
librarians (licensed by L.C.C.). 


Library advisory service. 


Conferences and meetings. 


Staff training courses. 


Industrial groups and provincial branches. 





fundamental dut)s 
of a librarian, i.e., encouragement 
of staff to benefit from the firm 
expenditure on the classification of 
patent specifications, research re- 
ports, minutes of technical com- 
mittee meetings, and other data 
Metropolitan-Vickers, Ltd., and 
the Paints Division of Imperial 
Chemical Industries, Ltd., place 
incoming graduates in the library 
section for an introductory perio 

a practice comoimning so mans 
advantages that it deserves to be 
widely imitated 

The possibilities of regional co 
operation among smaller firms re 
main to be exploited. A start has 
been made in the Acton area of 
London with the formation of the 
West London Co-operative Refer- 
ence and _ Information Service 
Still in its infancy, this scheme ‘s 
being fostered by local industries 
with the aid of the public libraries 
If industrialists will overcome 
their fear of giving away secrets, 
the exchange of specialized know- 


indermining a 
‘ 


} 


eS 


edge should prove useful to evers 
body 

In 1924, 
President of the 
sent this message to 
ASLIB conference 

“An immense amount of ex- 
tremely valuable information is in 
existence if only one knows where 
to find it. The volume being 
far beyond the mental grasp of any 
individual or group of persons 
however erudite, it becomes a vital 
r.ecessity to provide a master ke: 
whereby the common 
may be unlocked.” 

After the disruption of a world 
war, and with the restricted oppor- 
tunities for keeping abreast of 
knowledge and thought during the 
post-war years, it is more than 
ever essential for all responsible 
men and women, in commerce and 
industry as well as in the academic 
fields, to have at their command 
some organization which can sup- 
ply a national and international 
intelligence service at short notice 


Lord Swinton, then 


Board of Trade, 
the first 


storehouse 
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NEW industry can be 
- one ol! two ways 
terprising man may 
new product that will 
mand so far unsatisfied Or he 
may see a raw material 
hitherto unexploited, and experi- 
ment until he can find a way of 
turning this into a marketable pro- 
duct. Either method demands 
foresight, initiative and courage 
Britain's natural resources 
meagre, and have, over a long in- 
dustrial history, been well worked 
over 3ut opportunities have by 
no means been exhausted, as the 
short history of a young British 
firm operating in Scotland, 
Alginate Industries, Ltd., shows 
The raw material in question is 
seaweed, millions of tons of which 
abound off the west coasts of Scot- 
land and Eire Each year, hun- 
dreds of thousands of tons are 
washed ashore in the winter gales 
and—-until very recently—rotted 
unheeded on the shore 
Two industries—kelp and iodine 
have in the past been based on 
this annual harvest from the 
but both have foundered. The 
kelp industry was killed by the 
development of more efficient syn- 
thetic chemical the 


iodine by the up of a 


born in 
An en- 
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processes, 
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The Birth 


of an Industry 


Harvest from 


the Sea 


By L. V. JOSEPHI 


heaper natural source as a by- 
product of the Chilean nitrate in- 
dustry. Now, during the last de- 
cade, a third attempt to turn this 
bountiful raw material 
into a valuable commodity has 
found its feet. Alginates—-pro- 
duced by a chemical process from 
the dried weed—are finding grow- 
ing uses in a different 
industries 


source of 


score of 


A Pioneer Returns 


Ironically enough, the _ infant 
alginate industry had a connection 
with the Chilean nitrate industry 
that had killed the iodine produc- 
tion from seaweed. It started with 
C. W. Bonniksen, a chemist, who 
was a pioneer in many directions 
and who spent his early years as a 
chemist in the Chilean nitrate 
fields. Upon his return to Eng- 
land, he was able to combine with 
his activities in such fields as 
safety an intensive study of 
the chemical constituenis of 
domestic and other seaweeds, and 
in particular the’ structure of 
alginic acid, which led him to the 
possibility of producing trans- 
and fibres from 


parent paper 
alginate solutions, which was the 


glass, 


true starting point of the alginate 
industry. 

In 1934, Mr. Bonniksen formed, 
ir. association with E. H. Thierry, 
a small company, Cefoil, Ltd., 
which erected and operated an ex- 
traction plant in Kintyre, Argyll- 
shire, where experimental manu- 
facture of transparent films was 
started. The substantially cheaper 
cellulose forms offered too power- 
ful a competition for the new pro- 
duct, so that alternative outlets 
had to be found. Now, unpredict- 
ably, there has developed a new 
possibility that the original em- 
phasis on plastic films may be 
justified by a modern reversal in 
commodity values, in this instance 
the inordinately high prices paid 
for natural sausage skins. An 
alginate film would offer a very 
acceptable (and digestible) sub- 
stitute if a satisfactory extrusion 
process can be evolved 

Development work continued on 
a modest until the outbreak 
of war brought an interest 
in any possible source of supply 
that could replace imported mate- 
rials. After the war, development 
work intensified by a re- 
organized company re-named 
Alginate Industries, Ltd. Albright 
and Wilson, Ltd., had taken a 
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acute 
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benevolent interest in the 
dustry and in its early stages 
handled the sales side of the new 
products in the U.K. But since 1950 
Alginate Industries have adminis- 
tered their own sales organization 
unaided 


new 1n- 


Government Help 


In 1939, the Government 
idered that the country might be 
entirely cut off from natural sisa 
supplies and that crude 
fibre might have to 
They therefore erected 
tories in Scotland to 
Dy the company as 


con- 


alginate 
replace it 
three fac- 
be operated 
agents, and 
I were subsequent eased to 
Alginate Industries Ltd The 
Vast alginate irtain’ 


which time proposed 


areas oft 
were at one 
for camouflage were in the out- 
come not needed, but the capacity 
to produce alginates on a very 
large scale remained. Not for the 
first time in the story of alginates, 
the needs of the moment had not 
accorded with the plans The 
legacy of Government factories, 
strategically, but inconveniently. 
sited in different parts of Scot- 
land, gave scope, however, for the 
full exploration which has since 
been seen of one of the most versa- 
tile materials offered to industry 


Scale 


of Products 


From the 


unpromising OKINE 
drown t 


rock 


weeds—the laminairia and 


and black sea and 


nodosun (bladder 
wrack)—came a growing yield of 
new food, medical, textile, 
metic and technical products on a 
ale that might have aston 
E. C. Stanford, the chemist, who 
n the 1880's was the first to estab 
lish that important colloids 
be extracted from the lan 
The high density and resistance t 
water of the acid in its solid yorm 
its ready reaction in th 


have been the physi- 


ascophullum 
COS- 


hed 


could 


naria 


pres 
alkali, 
characteristi 
tinued to determine most of the in- 
dustrial treatment of the 
ever since 
Initial developments were in the 
textile field. The ease with which 
a solution of alginic acid as a com- 
pound with sodium can be con- 
verted into a lustrous, white yarn 
raised hopes that it might rivel the 
familiar cellulose materials’ in 
some of the myriad current uses 


whicn nave 


material 
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Established Uses of Aiginates 





Function Industry 


Application 





Thickening 
Viscosity Cosmetics 
Textiles 
Detergents 


Foods and bakery 


Pharmaceuticals and 


Filling-creams, lemon _ curd, 


sauces, soups 


Toothpaste, hand creams, oint- 
ments, lotions 

Printing pastes 

Thickening liquid soaps 





Emulsifying 
Stabilizing 
Creaming 


Beverages 
Pharmaceuticals 
Rubber 

General 





Pharmaceuticals 
Dental 
Medical 


Gelling 


Textiles 


Paint 

Paper 

Medical 
Pharmaceuticals 


Filaments 
and Films 





Foods and bakery 


Foods and bakery 


Ice creams, bakers’ emulsions 

Fining, suspension of solids 

Emulsions 

Creaming of latex 

Polishes, distempers, 
electrodes 


welding 


Jellies, puddings, custards 
Hand and anti-burn jellies 
Dental impressions 
Haemostatics 


Spinning of soluble yarn fila- 
ments, sizing 

Distempers 

Paper coating 

Absorbable dressings 

Tablet coating, barrier creams 








of rayon. Unlike them, moreover 
it would be flame-resistant. None 
of those hopes has been fully rea- 
ized because it was found that 
alginate rayon could not resist 
ordinary washing chemicals and 
simply dissolved in water 
This alkali-soluble fibre has, how- 
ever, proved very acceptable to 
hosiery manufacturers, who, by in- 
troducing a short interval of algi- 
nate yarn in their continuous knit- 
ting machines, have saved them- 
selves much trouble in separating 
the finished socks The alginate 
ink is readily washed out with a 
ttle soda in the finishing bath 
Another use is in the production 
of very fine and fragile wool 
fabrics for light-weight garments 
These fabrics, too fine for ordinary 
machine processes, can safely be 
woven when the fine wool 1s 
twisted with the t 
irn. which is 
solved in the final finishing 
Some of the metallic 
which have been evolved 
nium, chromium ; 
alginate) are, in fact, unaffected 
by alkali Neither, however, is 
equal to cellulose rayon because of 
colour or, in respect of beryllium 
of cost Alginic acid after treat- 
ment with formaldehyde does not 
disintegrate in the wash and is not 
costly, while the further introduc- 


SOapy 


ugh alginate 


subsequently dis 


forms 
alumi- 


and beryllium 


beryllium stops 
dimensional 
yarn comes in 


tion ol trace ol 
the tendency to 
change when the 

contact with alkali. 


Fire-Resistant 


The aluminium alginate fabric 
important fire-resistant 
the most promising 
and the 
approach so far 
some part ot tne 
imports with an 
which would 
cordial we 


with it 
qualities 


‘ 


seems 

alginate insoluble fibres 
promising 

towards replacing 


most 


1} 
cellulose 


material 


costls 
indigenous 
be assured of a 
come from. the 
companies 

developments 


very 


re assurance 


exploited 

viscous properties of alginik 
acid From the earliest tudy of 
the complicated chemical structure 
f the product, Alginate Industrie 
have been aware of how’ great 
would be the variety of possible 
applications of this sugar 
its numerous metallic and other 
compounds—with sodium, alumi- 
nium, zinc, calcium and ammonium 
in particular Experience of thei: 
commercial and medical and 
of work in the laboratory all goe 
to show that, in addition to their 
wide usefulness as hi viscous 
colloids (a 1 per cent. solution 1 
adequate for most industrial thick- 


Later 


acid and 


uses 


1. 
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ening processes), the 
have beneficial effects 
not easily explained 
comes from textile practice in 
which sodium alginate (“Manu- 
tex’) is used as a thickener of 
block printing paste An unpre- 
meditated result was a distinct im- 
provement in penetration 
when alginate is present, 
possibly, of the high electri 
alginate ion 


alginates 
which are 
One example 


} 
coiour 


an etfe 


charge on the 


Making Ice Cream 
The ability of 
part viscosity has resulted in the 
adoption on a very wide scale 
ice-cream makers of a form 
sodium alginate of which very 
small quantities (about 0.2 per 
cent.) greatly improve the texture 
of ice-cream, in 
small the ice crystal 
industries, 
edible creams 
most consistent users of alginates 

Some ol the characteristics 
which have created wide use of the 
from. the 


ectro- 


alginates to in 


part by Keeping 
The food 
fruit drinks 


lies, are the 


notal ly 


and je 


alginate solutions arise 
fact that they are colloidal e 
lvtes and will stabilize emulsions 
and suspensions and display great 
activiiys Illustrating the 
latter property is one of their most 
uccessful contributions to an in- 
dustrial process, the concentratior 
of rubber latex By the additior 
if only about r cent 

ammonium algi 
latex holding about 
rubber 
about 60 pe 


surface 


( 


solids, a 


created on the surface. This high 
activity as a creaming agent is dis- 
played best by the high polymer 
forms of the ammonia-alginic acid 
compounds, and is_ related to 
other instances of the 
activity of the 


several 
great surtace 
alginates 

The character of 
high molecular weight (some algi- 
ni molecules are among. the 
irgest yet identified) has natu- 
rally invited comparisons with 
other high polymers which are the 
lu plastics While 
vet to reach a firm 

their suitability 


plastics 


the alginates of 


bases of valuable 
it is not possible 
conclusion about 
tor making 
material, the evidence of what ha 
already been done is highly sugges- 
tive 

One such experiment, typical of 
the general method, by which 
some very inert and stable mate- 
rials have been formed, employed 
zinc alginate, sufficient ammonia 
to promote mild plastic flow under 
heat and pressure, and trioxane, by 
which any excess ammonia is 
finally insfe -d into hexamine 
The likeliho some of the 
alginic comp will final 
serve a practical » in the plastics 
industry cannot be 
missed. They are completely un- 


affected by industrial solvent 


dis- 


certainly 


Chemical Clues 


The other obvious analogy 
with cellulose, which initiated the 
nal rayon yarn experiments 


origi 
is fully borne out by the extreme 





How to Found a New Industry 


Find an unexploited source of raw material. 


Investigate all possible end-products that may be derived 


from it. 


Subsidise university research to this end. 


Encourage development experiments in works of potential 


users. 


Establish a technical service to advise actual and prospective 


users. 


Consolidate the organization on immediate outlets that do 
not show large profits while pursuing more advantageous 


long-term developments. 


Consider the establishment of overseas subsidiaries well in 


advance of demand. 





similarity of the chemical struc- 
ture. The chemical clue has pro- 
vided some important results, of 
which one in particular reflects the 
need for an imaginative approach 
to such unconventional materials 
as the alginates It converted to 
practical commercial advantage 
the main defect of the alginates 

solubility t alkali 
the rayon experiment 


revealed in 


The use I alginates in pharma- 
cology and medicine was suggested 
much earlier associations 

derived from the red sea- 
1939, exclusively 

The promise < 
ana 


cosmetics 


pharmaceutical 


tances and 


surgery 
stati 
and 


naemo- 
clotting) 
and dis- 
Alginate 
effec- 


persed 
gauze 
tively as 
ordinary c¢ 
not be used 
even in the brain 
damage to the ti 
dispersion within f 
I adjust- 
ing the chemica ructure of the 
gauze 

A sodium 
proved vi: 
dressing 
injuries of 

ution, with 


toad C + 


necessary, e regu 


ition has 
externa 


burns and 


( 
impervious film wh 
a Caiclum sa A 
to remove it painie 
with sodi nate 
example nave 
reviewed here re 
incomplete 
actical 
There 
in which they 
phere of uset 
a minor 


Thi 


capa 
versatility of the alginates 


ated 


hnical pro- 


cases tec 
. Which cannot be set !oose or 
the market without a very elabo- 
rate technical service ich as the 
provides as far as pos- 
sible from its laboratory in Scot- 
land. The possibilities for further 
development are sti extremels 
wide, although at present bounded 
by their inability ever to com- 
pete in uses on a price 
with materials 


company 


bulk 
basis comparable 
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such as cellulose. This fact 

ever, has not deterred the com 
pany from producing this year fo1 
the first time a substantial quan- 
tity (between 1,000 and 1,500 
tons) of dry milled weed as animal 
food. But this is not the direction 
in which future development is to 
be looked for Drs milled 
for stockfeed is worth 
about £18 per ton As alginate, 
the same bulk would have a value 
£100. Future growth o 
the whole undertaking depends 
upon product development and 
ability to support sales with tech- 
l service 


ascophyllun 


o' some { 


nical 


Research Problems 
Alginate Industries have always 
felt that 


approaches 


there were two possible 
to the prob- 
lem: its delegation to university 
scientific departments, such as the 
textile departments of Leeds Uni- 
versity; or, alternatively, the en- 
couragement of development ex- 
periments in the works of potential 
The advantages of the lat- 
ter whenever it can arranged 
are overwhelming 
The prospects for 
such as manure or 
not encouraging because 
ling problems and the watery 
nature of the normal process 
and the associated seaweed 
materials, such as mannitol and 
fucoidin, had at present no very 
rewarding outlets here (Recent 
imports of mannitol were on the 
scale of 20 tons a year.) These 
sugar acids, however, could not be 
entirely ignored From some of 


researcn 


users 


by-products 


stockfeed, were 


f hand- 


waste; 
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them the Germans were reputed to 
have made explosives in Norway 
during the war, and there 
always the possibility of 
in making diabetic 

As A. E 3lake wrote in an 
article in BUSINESS in February, 
1948, “perhaps the most hopeful 
aspect of the new attack on the 
problem of seaweed development 
is the fact that for the first time 
the industry should depend not on 
a single product, but on a complex 
products with a 
range of industria! 
What might appear to 
the weakest link in the 
material supply, had 
i great deal of organization 
made satisfactorily 
The likelihood of exhaustion of 
supplies, renewed 
vear by photo-synthesis 
discounted 


gathering 


was 
their use 


sugars 


series of wide 
usefulness 
some as 
alginates 
ss, raw 


been reliable 


seaweed each 
could be 
From the main 
along the West 
Coast of Ireland from Donegal! to 
Shannon—regardless of the 
Hebrides —the harvest had grow: 
without a halt since 1942, and 
without apparent depletion of the 
beds. From the whole 
Ireland, from which 294 dry tons of 
weed were shipped in 1942 
3.339 dry tons in 1951, There was at 
the present, however, no alterna- 
tive to harvesting by crofters 
whose individual collection in win- 
ter of the cast weed might yield 
them £30 or £40. Economically, 
this was not the ideal means of 
supply, but there was no prospect 


areas 


area in 


came 


su far of the emergence of a satis 
factory mechanical harvesting 
method. Ireland had fortunate}, 
never let the kelp industry 
tirely int that the 
nucleus of a collecting system had 
not been lacking in such place 
Clare. Sligo. Mayo, 
Cork 

Dispersal of operations over 
wide an area was the principa 
impediment resulting in “an ug) 
production line tretching 

] 


fallen 


disuse, sO 


at . 
Galway 


fron 
he collecting beaches to the drying 
plants in Connemara and South 
Uist, where the rough-dried weed 
was dried to 85-90 per cent 
and bagged, and then shipped 

the processing station in Arg) 

shire, where the blended fine mate 


rial was produced 


milled 


Overseas Prospects 


There is no reason why 
installation with a 
ivout o minim 
transport 
the weed and fue hould not 
et up in several other inviting 

ations overs where supplie 
available Au 


problem presen 


of seaweed are 
tralia, in particular, had 
cordial interest in that pr 
and had all! that wa 
sustain a prosperou 
when the demand for 
Australia reached a le 
indigenous industry 
established on an econom} 
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This batching plant contains storage for 

200 cubic yards of aggregates in six 

separate sizes and 320 tons of cement 

The plant was erected and is operated 

by John Laing & Son, Ltd., at an airfield 
in Bedfordshire 


This belt discharges on to an inclined 

conveyor at right angles, which lifts the 

aggregate 60° in 230° to the top of the 

weigh-batching plant. Cement is lifted 

by a bucket elevator from a _ 15-ton 
ground feed hopper. 


Two Men Handle 


Three sizes of stone and sand are stocked in ground storage 

bins of 10,000 tons capacity on top of a tunnel, 200’ long, 

7’ wide and 7’ high. Eighteen doors—!4 of them electro- 

pneumatically operated—allow controlled discharge on to 
a conveyor belt running through the tunnel 


The aggregate and sand are discharged through a swivel chute 

at the top into one of the six compartments in a high-level 

storage bin; a seventh compartment holds the cement. 

Total capacity is 200 tons of aggregate and 30 tons of cement 
Two silos hold another 170 tons of cement. 
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Material an Hour 


Aggregates and cement are discharged into three weigh- 
batchers set side by side. The aggregates discharge into 
each of the outer ones and cement into the centre. A 
collecting cone under all three with a breeches chute below 
directs a complete batch into one of two holding hoppers 


All hopper doors are operated by electro-pneum atic valves 

controlled by press buttons from a single batching panel 

One man weighs out and loads the complete batch in about 

25 seconds, giving an output of as many as 130 batches 
an hour when this is necessary 


The lorries transport the materials to these two Koehring 
pavers, which produce a sustained output of 150 cubic yards 
of concrete an hour laid ready for use. 


The holding hoppers, set at convenient 

level, discharge direct into two-compart- 

ment batch trucks. Each lorry thus 

transports two separate batches of 

accurately proportioned materials to the 
mobile pavers on the site. 
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How One Firm Beat the 
Recession 


By A. K. ASTBURY 


WP HE RECENT recession in the 
textile ndustry hit all 
branches of the trade. The carpet 
affected 
some firms naturally 
better than others 
Morton ana 
of Kilmarnock, for 
managed to limit their 


industry was as 
as any, but 
fared 
wood, 


seriously 


Black- 
Sons, Ltd., 
instance 
reauction 
in output to 123 per cent., and the 
number of workers s off to 
negligible proportions 
Blackwood, Morton 
paratively recent 
were founded in 
Morton, the 
conjunction 
wood Soon 
Robert. joined and 
went through branch in 
turn. He learnt how to spin yarn 
and weave a carpet; he worked at 
the looms and learnt the mysteries 
of dyeing. He went on the road, 
and mastered the problems of sell- 
ing In later years. he made a 
number ot trips across the 


are ol com- 


They 
Gavin 
lairman, in 
with William Black- 
after. Gavin's 


the business, 


origin 
1908 by 
present 


son, 


every 


American 
carpet production 
when he eventually became 
director, he knew as 
carpets and their 
design and manufacture as any of 
the specialists on his staff 
Today, father head a 
management team tnat,. in just 
over 40 years, has built up a firm 
from small beginnings to a sizeable 
organization with factories at Kil- 
marnock, Dundee, Finaghy (Nor- 
thern Ireland), Liversedge (York- 
hire), and a subsidiary in Canada 
In the 12 months before the de- 
pression exports amounted to 
£2.000.000 worth of finished car 


Atlanti to 
methods of 


Thus 


stud, 


managing 


mucn apd 


and son 


pets 

To the layman, Blackwood, 
Morton are most closely associated 
with the widely - advertised 
“B.M.K.” rugs The company’s 
productions, however, consist of 
carpets, rugs and piece goods. The 
firm’s policy has always been “car- 
pets for the million,” and their 


success has been due to the 
resolute application of modern 
mass production methods to the 
production of carpets of 
quality at prices as low as possible 
3ehind the towering glass walls of 
the Kilmarnock factory is a 
modern American-type plant pro- 
ducing spool Axminster carpets at 
a fantastic rate In the year 
before the war. Mortons’ 1 800 
workers turned out 5,000 carpets, 
18.000 rugs and 20,000 yards of 
piece goods each week, and sold 
them on the home and export mar- 
kets, particularly through _ the 


4 ABS 


good 
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wholesale trade. Selling is now 
done in the home market direct to 
retailers through one of the largest 
sales organizations in the industry 

The war, of course, changed all 
that. Carpets and rugs were a 
luxury that a nation at war could 
not afford. The looms were dis- 
mantled and put into storage 
, Machine tools took their place, and 
Blackwood, Morton switched over 
to the production of 20mm. Oer 
likon shells, the machining of 
component parts for hub motors 
and the manufacture of other 
machine tools 


Five Years’ Storage 


When the war ended, the 
were restored. Five years’ storage 
however, had not improved them, 
and a major servicing operation 
was necessary. The machine tools 
and the skilled engineers 
thanks to war-time operations 
available on the spot. The oppor- 
tunity was ripe for the Mortons to 
put into effect an idea that had 
already occurred to them before 
the war, and form a permanent 
engineering workshop which 
would not only service the 
idle looms, but adapt them to meet 
changing conditions even 
manufacture new 

“We have applied engineering 
precision to textile machinery for 
the first time.””’ Mr. Robert Morton 
“Now we can bring an old 
loom in. strip it to the frame 
build it up again, incorporating 
our own and incre: 
anything from 2 45 


iooMms 


were 


? 
iong- 


and 
looms 


Says 


and 


ideas 
speed by 
per cent 

“As a result. we 


also been 


have 
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able to cut out a lot of the main- 
tenance formerly necessary in the 
weaving shed Our running 
efficiency is better than it was 
before the war, and we do not 
have the breakdowns which w<« 
used to have then.” 

The company now employ 35 
men in their research department 
solely on testing new methods of 
adjusting looms, testing new 
attachments for existing machin- 
ery, and examining all suggestions 
for increasing production in the 
factory 

Side by side with this policy of 
mechanization went a_ similar 
policy of standardization and sim- 
plification. Carpets and rugs are 
fashion goods, and designs are 
constantly subject to change; re- 
tailers, too. demand a wide range 


\ aay 


Three 
carpet 


stages in 
manufac- 
Left to 
right: creating the 
design, spool 
weaving an Ax- 


ture. 


minster, and crop- 
ping a carpet. 


of colours and designs from which 
their customers may choose. Al 
this makes standardization diffi 
cult, but lackwood, Morton have 
shown that it can be carried out 
successfully even when variety ir 
end-product is essential 

Carpet 
yarn, for 
rigorously 


yarn and jute 
instance have 
standardized, and onl 
one type of each is used in the fac 
tory Standard cloths, too, ar 
only woven, and this simplification 
has led to increased 
manufacture 
course, far 


carpet 


bee! 


and cheape! 

Designs are, « 
from being 
dardized, and an inspection of 
pile of finished Wilton carpet 
reveals what seems an almost in 
finite variety of design and colour 
In fact, by skilful variation in d¢ 
sign and skilful con 
binations of colour, this effect 
secured with the use of only five 
dyes. The fact that, in all its pro 
ducts, the company use a limited 
range of standard dye colour 
means that large stocks of 
need not be held. It 
that large quantities of yarn car 
be dyed in a single batch, thus 
avoiding variations in colour that 
might ultimately affect the quality 
of the carpets 


Thanks to 


Star 


equally 


yar? 
means, toc 


this emphasis on 
mechanization and efficient tech 
niques in operation, Blackwood 
Morton were able, in the post-war 
years, to rebuild a highly efficient 
manufacturing unit whose produc 
tion costs were as low as any in the 
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Ways to Meet 
a Recession 


Mechanize to the hilt and 
maintain, improve and 
even build your own plant 
and equipment with your 
own personnel. 


Standardize raw materials 
and components: obtain 
variety in end-product by 
combining standard items. 


Keep a running analysis of 
all sales outlets, so that 
switches can be made 
rapidly from one product 
to another as market con- 
ditions change. 


Pass on economies in cost 
to consumers in lower 
prices. 


Intensify advertising and 
sales pressures. 


Discuss redundancy prob- 
lems with workers. 


And, finally, remember 
that no recession lasts for 
ever. Even when sales are 
falling, plan for the boom 
ahead. 


ment of production schedules in- 
volved was only possible because 
ot the system of sales analysis that 
Mr. Robert Morton had introduced 
many years before. A record book 
enables him to keep his finger on 
public demand for carpets and 
rugs throughout the world It 
contains a running analysis of 
each design of 
‘arpet in every country to which 
the company exports, and a similar 
analysis by region of sales on the 


home 


ly sales of 


market A decline in 
demand for one design thus be- 
apparent, and 


be—and 


ymes immediately 


aesign can 
bst 

k al docu 

ment: i ws how 


deeply en- 
renched in itish taste are the 
issets 

the 

a glance what 
carpet Or 

ved to it i 

| the company’ 


colour 


tnat 

action had to be 

The company is not a mem 

ber of the Federation of British 
Carpet Manufact 
twice antl ipated 


reductior In 


irers, and had 
general pri 
August 1951 
announced re 
Car- 
to 25 per 
Federation 
price reduc- 
» 10 per cent to 
June 2 thi 
Morton had 
Fed 


‘+ 
cent 


wert 


statement 

rs in the 

ns for 

illingly 

nanges 

main- 

: — peration 

i relations built up 

t year On the 


financial 


side these relations were founded 


r high earnings, almost wholly 
based on piecework, plus a weekly 
vice } 


ery 


nus of up to five shillings 


given to all workers at the rate of 
one shilling a week for each year’s 
Service In addition, a_ profit- 
sharing scheme is in force, under 
which workers receive the same 
amount of paid in 
dividends to the ordinary share- 
holders: in the past two years this 
has added 10 per cent. to the earn- 


money as is 


ings ol all employees 
The effects of the slump were 
minimized, but they were not 
wholly yided. Some rise in costs 
had to be sustained when double 
fts were werked on looms pro- 
for ‘hich 
Some 
be voided, 


to married 


ines 


vomen whnose |! ana were a 
vork 
produc 


other 


neces 


and ove! 


{ carpets 
“then 


Every carpet must be flawless. 
This is final inspection. 
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THE ONLY ASSET 


4 OODWILL in a balance sheet 
A many a_ pursed 
Drayton, chairman 
of Argus Press Holdings 

and many other companies 

repentant about its inclusion 
number of people would like 

goodwill eliminated entirely from 
sheet, but I alway) 
a sneaking feeling for goodwill, as 
being probably the only asset that 
is really worth anything,” he 
“Goodwill reflects the earning 
capacity of the organization. We 
have to have _ properties 
machinery, otherwise we 
earn the money, but the 
of these freehold assets, machinery 
and plant, would not be worth 
much to us if we were not earning 
money 


TRINIDAD TROUBLE 
"|VHE STAY-AT-HOME business- 


man afflicted by labour 
troubles may draw some slight 
consolation that he not have 
to operate in Trinidad. Writing in 
Cubitts News, z Cave 
manager for i Hannen 
and Cubitts, island, 
paints a Narrowing 
problems 

‘The 

average oO 
the tradesman 1 l 
writes. “If paid on a 


has caused 


lip. But H. C 


to see 


a balance have 


says 


and 
could not 


Capat ity 


does 


a 


} 
‘ 1 
ls 


radesmen a 

ot them 
and can produce 
able job; the large 
however, men I 
inate enough to a 
tools with which they 
f doing only the « \ 
ind the remainder are nw 
They are general 
and perna 
due to the al 


shortage 


keen to 
earn their defi 
cles are I I 
training and 
tice schemes. 

“The average fellow we have 1 
with will hang a door upside 
down or to the wrong hand: he 


deal 


NOVEMBER, 1952 


vill fix his ironmongery upside 
down; he will lay bricks without a 
plumb-line or level, and his de- 
gree of on any dimension 
is plus or minus 10 per and 
he has an everlasting run of be- 
reaved grandmothers to give him 
an excuse for a sub at the end of 
eacn 

“Very little plant is used in 
straight building work, and our in- 
troduction of wheelbarrows proved 
something of a novelty to the ex- 
tent, it is that negro 
having filled his barrow with 
earth, picked it up and carried it 
away on his head!” 


accurac) 


nt 
cen 


Week 


said, one 


HAPPY HELLO GIRLS 


4 ioe TELEPHONE girl is 
important person-—the 

ine in a company’s public rela- 
tions In a large organization she 
can be an extremely person 
At the Austin Motor Co., Ltd., for 
instance, the eighteen switchboard 
operators have, on the average, t 
handle one incoming call every five 
seconds and one outgoing a 
every twenty seconds 
periods a single girl may 


many as fifteen calls 


Dus 


In peak 


nave a 


Simultaneously 

Eighty external lines are 
nected with 400 telephone 
tered over the 250 acres of 
works In addition, there is an 
utomatic dial switchboard linking 
1,000 internal telephones handling 
30.000 calls a day A 
Austin internal 

contains ove 100 pages 

sed exten 
rhe telephone girls are 


to 9 pn 


pecla 


telephone dire 


T 


printers are als 


A rest room, kitchen 
and a washroom 
adjoin this ‘telephone 
exchange at the 
Austin Motor Co.Ltd. 


when they work in shilts of nine 
After 9 p.m., a male operator 


stands by ind at the week-end 


lines are connected direct to points 
I 


in the works, such as the 
and fire stations 
A rest room is provided 


ing the telephone exchange 


ice 


newspapers, Magazines and 

and each girl is allowed 

hour’s rest during each 

exchange, which is in an upper 
storey overlooking the Lickey Hi 
vn kit 


also has its ov hen and wash- 


room 


PYJAMAS TO POULTRY 


Jy DMUND 
4 ing 


ng airec 


HOLLAND 


+ 


manag- 
Mat 


naw 


or of Jame 


farlane and . (P ks 


experiment i 
Adjacent to the factory 
ford, near Kilmarnock, is 

part of which (ir 

) we disused 
out at 
ine They 


free 


nun Cl Ww 
kere duck 
added to the flock 
irther step was taken 


a tim! 


Despite | 
»wever, Mr. Holland i 
atisfied with the re 
have 


with little 
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been 


Egg has 
high and the ca 


rdingls 


leath-rate production 


nteen ha 
enefited acci 
Birds anything 
old, and 
in a nur- 
cutting 


trans 


bought at 
from a day to eight week 
raised, ary 
built in railway 


are 


nece 


sery 
montn ul 


five ley are 


farmer 
ind hi 


iKINg 


tnelr 


are now thi 


adding pigs t ctivitie 


THE FIRST 
rEYWENTY-FIVE-YEAR 


ire ! in¢ 


=) 


formed thi 
Stee Co 


usual 


} 
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en 


TEACHING THE TEACHER 


ane management of the Good 
vear Tire < tubber C 
tf Akron 
an open m 


improving 


niver 
the ce 

a l0- 

Di 
pen 1 
vVhile exec 
explain tn 
operation 


iring 


i 


the \ 
poli 
seven 
over 
with a 
have 
how 


audience 

of these 
remaining 
scatter 


days, the 
the 


scnedaule 


sors 
accordance 
themselves 
order to see policies 
actually work practice. In 
the process, they interview depart- 
mental managers, foremen. em- 
plovees, local trade 


worked out I 


these 


out in 


union officials 


and any other individual the 


68 


the ten days, the 
professors draw up a report of 
their observations, which pre- 
sented to the company’s executive 
No punches are pulled in this re- 
port, and criticisms of certain 
aspects of year’s management 


Manage- 


At the end of 


1S 


are usuall 


ment 


iccept tt 


} } 
ISUaLLY I alWways) 


action 
Thus both 


ssors (who teach 


lese and to 


remedy ineffic 
fit. The 


. Oo y rit ii} 
management subjects) get 


ences 


pre prote 
practical 
ot 


experience what management 


specifi 
Goodyear get 
f their prac- 
for improving 


SAMPLE PROJECTORS 
ue prot 


a Wide range 


samples 

ol products, 
and heavy, t 
out-ol-t 
solved 


ANI 


f them k 


, sat 
eas cus 


y « irge 


1e- 


by 


mers in 

places has 
Optica 
Ltd 


ments )' 


peen 


exper! \ neaa 
sentatives in North 
South America 


Africa 
agents 1n cer- 


A director of B.O.P.E. demon- 

strates the stereo-view and colour 
slide. 

being 

‘reo-viewers an 

covering the 

The home t 


th th 


pro- 


whol 
manufactured by 


sales staf 


This battery-operated visual aid 
few inces, can be 
and shows 
pictures of 


weilgns only a 
Carried in 

truls 
the 


round 


three-dime 
equipment 1 t atural 


ings am 
KEEP IT lt 
ECAR. 
vant 


ate 


SELLING THE DIAL 
\yost MANUFACTURERS 


nsure that the 


isers of their produ 
n. But 


sucn 


ndle ther 
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trou 

Telephone 
npleted the 

iepnone excnange 


the Port 


taken e 


icse 


Us 


» Adminis 


with the 


Wa 

1 given first-hand 
Demonstration 
nt were 

d part 

$ 
various t 
when 


over 


service 
tantiy put 


programmes 


the 


were ( 


In special 
“Newspaper publicity 
distribution, complete 


diagram drawings 


and 
phlet 
and 
feature < 
visibdie 
} 


was adopted day 


g 
the campaign n 


and invisible method 


every 
after day to fami 


the public with 


larize pu l 
ervice.” 
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From Mending to 


Making 
By HAMISH ROBERTSON 


Here is the story of a one- 
man concern that has grown 
from a single travelling work- 
shop on a lorry to a develop- 
ment company pioneering 
new machines for mass pro- 
duction. It proves that inven- 
tiveness and technical skill 
can succeed as well in indus- 
try as a policy of production 
piled on production. 


| IGGAR, in Lanarkshire, is a 

small town between the 
upper reaches of the Tweed and the 
Clyde. It lies in the heart of the 
Lowland agricultural belt Its 
only industry is the engineering 
works of James A. Cuthbertson, 
Ltd. 

James Cuthbertson, founder and 
managing director of the firm, was 
born and bred on a farm near 
Biggar. Son of a farm manager 
he knew in his youth at first hand 
how intractable the soil can be. 
And first-hand experience of the 
toil and hardships of upland farm- 
ing, a feeling for the soil and how 
it can defeat the best-laid schemes 
of mice and men—these laid the 
foundations of his success as an 
agricultural engineer. 

He served his apprenticeship in 
the engineering trade in near-by 
Lanark. And although he is a man 
not given to expressing enthusiasm 

except perhaps in talking about 
the countryside in which he lives 

it is plain that Mr. Cuthbertson 
believes that his was a training 
which could not have been im- 
proved on. 

Out of his time, Mr. Cuthbertson 
bought a two-ton van and rigged it 
up as a travelling workshop, visit- 
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A Cuthbertson plough for use on sugar cane estates. 


ing farmers in the Biggar district 
to repair their tools, their tractors, 
their agricultural machinery. Out 
of the proceeds of this work he 
bought a small workshop in the 
centre of Biggar, where he em- 
ployed a number of men on agri- 
cultural repair work 

But his progress as an agricul- 
tural engineer really began when 
he started making simple 
machines for local farmers to do 
jobs which could not be done satis- 
factorily with existing equipment 
He designed, for example, a 
thistle-cutting machine, which 
could also be used for destroying 
bracken, and simple equipment 
such as saw benches and special 
loading vehicles for use in forestry 


Snow and Ice 


Shortly before the outbreak of 
war he designed a snow plough 
which he considered an improve- 
ment on existing types These 
were, in general, wedge-shaped, 
with vertical sides; the snow, 
forced sideways and parallel] to the 
surface of the road, often formed 
blocks which jammed the plough 
Cuthbertson therefore designed a 
road snow plough which was in 
effect made of two wedges The 
first, with its leading edge hori- 
zontal to the road, lifted the snow; 
a second wedge built into the first, 


with its leading edge vertical, then 
cast the snow to each side. In one 
bad winter at the beginning of the 
war Cuthbertson’s first model was 
on test at Biggar; it not only kept 
the main roads in the district open 
to traffic, but cleared others where 
traditional snow ploughs had be- 
come stuck 

The result was an order for 560 
snow ploughs from the Ministry of 
Transport, and the ultimate equip- 
ping of every county in England 
and Scotland with them 

It was a natural development 
for Mr. Cuthbertson to turn his 
attention to the problem of ice 
He designed a machine with a 
“roller” composed of a series of 
sharpened metal discs, each of 
which had transverse cutters fixed 
at the circumference This first 
machine, its roller weighted down 
with eight tons of anti-invasion 
road blocks, and pulled by a heavy 
transport wagon, travelled at the 
rate of 10 to 15 miles an hour; the 
ice, cut into blocks by the discs 
was swept up by a snow plough 
travelling in the rear 

Mr. Cuthbertson’s 
ence of designing a machine for 
trenching came during the war, 
when he made equipment for lay- 
ing telephone cables by the road- 
side. This machine, a type of 
plough pulled by a heavy winch 
on a transport vehicle, laid the 
telephone cable between Inverness 


first experi- 
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and Stirling Then, as a logical 
development of the trenching 
machine, he designed and made 
the first of the drainage machines 
for which his company now 
well known 

This machine, 


are 


with automati 
depth control, was designed for 
drainage work on the Scottish 
hills. and was in principle similar 
to the telephone trenching 
machine. It was a silver medal 
winner at the first post-war High- 
land Show for the best farm im- 
plement produced during the war 
years. 

The next step was to set up a 
contracting organization for drain- 
ing hill lana with such ploughs, 
and at the same time existing types 
of crawler tractors were converted 
for use on the difficult land con- 
Gitions to be encountered. 

So successful were these tractor 
and plough units in trenching and 
draining virgin highland that the 
Forestry Commission ordered 
machines of similar type for the 
primary preparation of land in- 
tended for tree planting. These 
machines, now used by the Com- 
mission throughout the country, 
cut a trench in the ground and 
throw the turfs to one or both 
sides; seedlings are planted in 
these turf ridges, thus giving them 
a dry seed-bed and a good humus 
laver to start with 

It was not long before Cuthbert- 
son’s machines began to attract at- 
tention abroad; as a result of an 
inquiry from a large Trinidad 
Sugar estate, the company pro- 
duced a machine for use in the 
West Indies, similar to that used 
by the Forestry Commission. A 


How to Build 
Up a Business 


1. Design your prototype, 
but get outside concerns 
to undertake quantity 
production. 


Concentrate on pro- 
ducts that make work 
easier. 


Learn from your 
failures. 


Train customers to use 
your machines. 





The Water Buffalo (top) has revolutionised tractor design for 
dealing with water-logged land. Cuthbertson half-tracks (below) 
are fitted to many makes of tractor. 


machine for preparing ground for 
sisal cultivation followed, and, 
after that, machinery for cutting 
irrigation canals. 

That was the story of Mr. Cuth- 
bertson’s progress until five years 
ago. By then experience on the 
Scottish hills had led him to be- 
lieve that for such conditions 
existing types of tractor were not 
satisfactory; he and his designers 
therefore produced a crawler trac- 
tor of their own for use on soft 
ground. That tractor, Cuthbert- 
crowning achievement to 
date, is the  part-amphibious 
Water-Buffalo; it is now in pro- 
duction at the North British Loco- 
motive Company's Glasgow works, 
and is being sold and _ serviced 
throughout the world by Albion 
Motors, Ltd., of Glasgow 

The Water-Buffalo has every- 
thing save tracks enclosed in an 
open hull; when it sinks in marsh 
or mud to a certain depth the 
machine simply floats. A feature 
of the tractor is its _ special 
tracks; the treads are of metal, but 
the treck to which they are 


sons 


attached is of rubber, reinforced 
with steel wire This not only 
gives a greater tractive effort, but 
has the advantage that there are 
no hinge pins and bushes, with the 
result that excessive wear does not 
take place and the track is always 
in mesh with the sprocket. The 
design is Mr. Cuthbertson’s own. 

Twelve prototype Water- 
Buffalos were built at Biggar be- 
fore the machine went into quan- 
tity production at Glasgow, where 
the line is now laid down to turn 
out a tractor a day. 

The company have local testing 
grounds near Biggar for their trac- 
tors and machinery, and others 
scattered all over Britain between 
Thurso and the New Forest. There 
is a particularly large number in 
the Highlands and on the west 
coast of Scotland. There are also 
Water-Buffalos on test in the Falk- 
land Islands, Malaya, and on the 
Dutch polders. 

Mr. Cuthbertson has a control- 
ling interest in the company which 
bears his name, and it is here, in 
the Biggar factory, that new 
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machines are designed, made and 
tested Once the machine has 
been finally passed as fit for ser- 
it is made by associate com- 
panies and sub-contractors The 
rubber track used in the Water- 
Buffalo and other track equipment 
is now jointly developed by the 
Avon India Rubber Co Ltd.., 
and James A. Cuthbertson, Ltd 
tractors are being developed with 
Albion Motors, and manufactured 
by the North British Locomotive 
Company while Cuthbertsons 
plough type equipment is being 
jointly manufactured and de- 
veloped with the Kelvin Construc- 
tion Company, Ltd., of Glasgow 
Among other machinery de- 
veloped by the company is special 
equipment for taking timber out 
ot swamps where there are no 
roads, and a new type of half- 
track for wheel tractors, which 
gives a better performance on soft 
land. Half-tracks are being sup- 
plied for Fordson, Massey Harris, 
David Brown, International trac- 
tors and so on 


Factory Expansion 


Mr Cuthbertson moved his 
plant some time ago from the 
workshop in the centre of Biggar 
to a larger factory on the outskirts 
of the town. The new building is 
to his own design. A one-storey 
office block is built of brick, and 
the factory which is attached to it 
has only three walls of brick; the 
fourth wall, on the opposite side 
of the workshop to the office 
block, is temporary, so that ex- 
pansion in that direction will now 
be easy. The stores run the 
whole length of one side of the 
factory and can, if necessary, be 
extended with the factory 

The work here—in fact the 
whole work of the Cuthbertson 
company—is now largely experi- 
mental, with quantity production 
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carried out by associated com 
panies 

“We fabricate the prototypes 
here, but do not do our own pro- 
ducing,” says Mr Cuthbertson 
“because of a lack of labour, 
which, in turn, is due to a lack o! 
houses It is, in any case, a faster 
and cheaper method of 
ment to employ 
which have the tools and the 
equipment for quantity produc- 
tion. People who handle produc- 
tion machinery have a different 
technique and a different way of 
looking at things from the de- 
signer and fabricator of the proto 
type. It seems to me to be 
of our time to do a production job 
when there are plenty of people 
already completely prepared for 
hg 

Cuthbertson’s 


develop- 


outside concerns 


a waste 


first idea had 
been to give the Scottish farmer 
which make his task 
easier. “The whole origin of my 
engineering,” he “was the 
fact that the life and the work of 
the farmer were so difficult with 
the tools then available The 
main idea was that I should learn 
agricultural engineering and make 
better tools for men to work with 

“People overseas then heard of 
what I was doing and ordered 
machines from me; and my bus!}- 
ness developed as ae result.” 
Where does he get his ideas from? 
His reply is simple, “From my 
failures.” 

About 95 per cent. of his agri- 
cultural machinery now 
export; in spite of the fact that he 
has to design equipment to func- 
tion satisfactorily in conditions of 
which he knows nothing person- 
ally 

“The problems of dealing with 
soil are fundamentally the same,” 
he says “Once know the 
‘haracteristics of the soil your 
machines are going to work in, 
then it is largely a question of 


tools could 


Says, 


goes for 


you 


A Cuthbertson 

ridging plough for 

irrigation and 
similar work. 


James A. Cuthbertson, 
farmer and engineer. 


adapting known results. We get 
very good reports from our over- 
seas customers as to con- 
ditions and individual needs; and 
we also send out our own men 
with the machine we export to 
train the overseas user and report 
on the machine's performance 

Mr. Cuthbertson is a standing 
example of the fact that inven- 
tiveness and technical skill can 
succeed as well in industry as a 
policy of production piled on pro- 
duction. He started out with a 
feeling for the soil, and added t 
it something very close to inven 
tive genius; vet although, to him 
the solution of a farming problem 
may be an achievement greater 
than the building of an industrial 
empire, he has not only set his 
mark on the British agricultural! 
machinery industry, but has als« 
built up from nothing one of Scot 
land’s outstanding business enter- 
prises. 

In his outside interests Mr 
Cuthbertson has turned once more 
to farming He recently bought 
part of a local estate, but before 
putting it under the plough, had 
to clear eight acres of matured 
timber—beech, oak, plane, larch 
spruce and Scots fir. He uprooted 
the trees by pushing them over! 
with a machine which applies 
pressure at twelve _ fe 
from the surface of the ground 
and then, the tree lying full 
length, puils the remaining root 
out of the soil Part of the 
ground he has so cleared is 
already under grass. 


local 


sore 
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Productivity in the Office 


Productivity of the 


Offi ce Worker 


By H. A. SIMPSON, F.C.W.A., F.C.LS. 


Senior DPartne ff i. Ss } ¢ Par 


\I ODERN tactory administra. 
4 tion uses production control 
schemes, standards and incentives 
to produce must 
modern office management use the 
same tools to produce figures To 
this end, top management must 
take the initiative and see that the 
official in charge of the office sets 
himself standards, scheduling and 
programming his own work. 

A daily programme of an office 
manager is worked out, giving a 
detailed time-table for an average 
working day 

From 7.50 to 8.10 a.m 
ypened and sorted and a 
made of incoming 
squad of typists, calculators, sort- 
ing clerks and clerks, who 
leave in the afternoon before nor- 
mal finishing time 

Between 8.15 and 11.0 a.m. the 
manager sees eleven section heads, 
devoting a quarter of an hour to 
each Each section head reports 
daily on the daily output of his 
section as compared with the stan- 
dard, and on one special topic, set 
out in the time-table each day 
Each Friday, for instance, the head 
of central typing and filing will 
discuss duplication. 

From 11.0 a.m. to 1.0 p.m., the 
office manager attends to his own 
correspondence and reports to the 
general manager, the works mana- 
ger and the sales manager. 

The afternoon is taken up with 
visits to office departments to dis- 
special points raised in the 
forenoon (2 to 3 p.m.) and with 
development and research into 
new accounting, costing office and 
works records 


articles; so 


mail is 
precis 
letters by a 


sales 
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Production control. One of the 
outstanding losses of production in 
offices is the time lost in waiting to 
see the “boss,” so that the office 
“boss” must, by setting out a de- 
tailed programme of his own 
duties, see that no one is waiting 
outside his door. Such a pro- 
gramme means that each section 
chief must keep a similar pro- 
gramme, and in his turn require 
from each of his staff a record »%l 
their daily, weekly and monthly 
duties 

Daily reports should be given by 
each section chief as to the daily 
output of his department and the 
rate of output per hour. 

Standards. Office work standards 
can be set by (a) motion and time 
study, (b) experience and opinion 
of supervisors, and (c) analysis of 
past output records. The output 
rate of a central typing pool, for 
instance, can be ascertained by 
measuring output of each of the 
three grades of worker (junior, ad- 
vanced juniors, and seniors) on a 
tapometer, which automatically 
counts typing strokes per minute 
Motion and time study can be ap- 
plied to machine accounting. Stan- 
dards have been applied to: 

Central typing department; 

Central filing department; 

Central sorting department; 

Central calculating and adding; 

Machine payroll 

listing; 

Preparing wages packets; 

Checking invoices; 

Preparing data _ for 

invoices; 

Preparing data for typing works 

orders; 

Slip posting; 

Punching unit cards; 


posting and 


typmg 


Costing; 

Costing reports 

Incentives The establishment 
ot standards by itself will give 
greater interest to office work; 
through the introduction of bonus 
incentive schemes based on these 
standards, employee interest in 
greater productivity can be consis- 
tently encouraged. If standards 
are not met, training programmes 
should be introduced, to ensure 
better performance. 

Many managements have 
overawed by the assumed 
sity of motion study, flow-charts, 
time study, etc. But neither time 
study nor motion study is neces- 
sary to make a beginning at for- 
mulating standards for a good 
day's work. 

It is essential that 
dards programmes 
regularly reviewed and _ periodi- 
cally re-valued; any change in 
procedure should mean a change 
in the standards 

The office work standard is the 
best tool which management has 
for increasing the productivity of 
the office worker Efficient office 
management has produced: 

(a) The payroll in an en- 
gineering works within half-an- 
hour of the end of the working 
week 

(b) Cost figures in four hours 
after the end of the working 
week 

(c) A product profit and loss 
account integrated with financial 
accounts on the first day after 
the end of the month 
An appendix to the paper 

quotes, from various sources, typi- 
cal times achieved on _ certain 
clerical operations. One source 
quoted is an article published in 
System (now amalgamated in 
BUSINESS) in October, 1930 
Others are drawn from. the 
author’s own experience as a con- 
sultant in the re-organization of 
various firms 
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THE CASE OF THE EXTRA AUSTINS 


More cars for 


AT LONGBRIDGE, the great Austin 
Motor Company is now turning out 
well over 3,000 cars ever) 
greater proportion for export 

This phenomenal production 
owes much to the output from the new 
Car Assembly Building, which houses 
the most modern assembly lines in the 
world 

Austin’s full production programme, 
however, has thrown new burdens on 
office departments, where the 
packets for nearly 20,000 workers 
and all that additional information on 
P.A.Y.E. operation, needed by Govern- 
ment and Tax Authorities—have to 
be prepared every week 

Could office production be stepped 
up and streamlined, too? Austin’s 
thought so, and called in Burroughs to 
help. After investigation, Burroughs 
suggested the installation of their 
Class 30 machines to handle all Pay- 
roll problems, and, just about the time 


week the 


rate 


pay- 


A new assembly 
furn out over 
How 


turn ‘ 


many nu need to 


nearly , 


export, more figure-work— faster 


the new 
ready, these 
operation. 

Result: The Austin Payroll can now 
be prepared, and payslips issued, as 
fast and as smoothly as car-assembly 
in the shops. The workers are paid 
trom unit of 14 machines 
than half the number of machines pre- 
viously employed 


Austin assembly 
machines 


plant was 
went into 


one less 


Every worker gets a concise, fully 
informative payslip which tells hin 
exactly where he stands, and how his 
pay is made up. 

These machines also produce prompt 
figure include the main 
Cost Analysis, and up-to-date Tax and 
Earnings Records that provide 
mediate answers to tax queries 

What about you? If your business 
could benefit from faster figuring, call 
in Burroughs 
all the latest systems, for Burroughs 
make the world’s broadest line of 


facts, which 


im- 


They can offer advice on 


For expert advice on business figures 


caut iW Burroughs ¢°) 


NOVEMBER, 1952 





modern record-keeping machines 
Adding, Calculating, Accounting, Bill- 
ing and Statistical Machines, and 
Microfilm Equipment 

Call Burroughs today. Sales and 
Service offices in principal cities round 
the world. Burroughs Adding Machine 
Limited, Avon House, 356-366 Oxford 
Street, London, W.1. 


Photographed | Miss 
Tomlinson f the Burrouel Ir 


staff, wi msiru 


Vadee 
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Of the Burroughs Cla 
Pavr 


Case of the 
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machines on 
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Extra 


and heiped to 


fst 
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THIS 


in 12 cu. ft. 
of space 


... AND THIS 


With 200 filing-cabinets (say) 
you'll lose about 1200 sq. ft. of 
office space. Cost to you in 


rent per annum? £1200 


NOW, MORE THAN EVER, space is money. The storage of all the documents any 
organization must keep, and keep safely, eats up expensive office space. The old system of 
storage — in filing cabinets and, at a later stage, in vulnerable and inaccessible transfer 
boxes — costs too much in money and staff-time. 


) 


The alternative? A// the information held in your records protected and secured on neat 
rolls of non-inflammable microfilm stored in less than | 100th of your present filing space. 
Always accessible, always ready for reference or reproduction. 

The three units which make up Burroughs Microtilming Equipment — the Recorder, 
Reader, and Automatic Processor — give you a complete, money-saving filing system that 
meets today’s needs for faster, simpler record control. Remember, too, with all Burroughs 
equipment comes Burroughs Service — on call always for supplies and service, ensuring 
the continuous efficiency of any installation. 

Call Burroughs about microfilming now. Burroughs Adding Machine Limited, Avon 
House, 356-366 Oxford Street, London, W.1. Sales and Service offices in principal cities. 


BURROUGHS MICROFILMING KEEPS YOUR RECORDS IN A NUTSHELL 


CALL IN Burroughs 
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1 spool of microfilm 
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..» AND THIS 


All the information from those 
200 filing-cabinets in a space 


36" x 10)" x 163 Saving 
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Burroughs operate a speedy Process- ea i 


4 ing Service for all microfilm work, : 
Mitt but the Automatic Processor is hice. No photographic skill is required 
available to clients who wish to ¢ Of a dark room, to make prints of 
process their own film 
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By H. H. NORCROSS, F.C.W.A. 


(Senior Partner, H. He. ON s & fa 
0) A Knowledge Ol 
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HOW MUCH DOES IT 


COST TO PAY HIM? 


It costs less, with SEAL-EASI 
Wage Pockets, because they make 
the whole of pay-day work speedier, 


simpler and more efficient. 


The special flap seals instantly and 
permanently, without moisture 
securely holding the bulkiest 


enclosure. 


SEAL-EASI W age Pockets (printed 
or plain) and Commercial Envelopes 


are available from stock in all 


standard sizes. Ask your printer or 
E ele dak tanc 
WAG 


stationer to show you samples. 
Py-¥o] Mla: second! 


The pocket illustrated is the SEAi.- EASI 
Safecheck Styl 
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Budgetary Control—Basis 


Management Planning 


By C. 


Chief A 


A. HERRING, F.C.W.A. 


l h Euro; i 


| UDGETARY control is more 
than a method of reducing 
costs; it involves the preparation 
ot a detailed plan tor every aspect 
tf the business, the conversion ot 
tnat plan into terms ol money, ana 
the subsequent checking of actual 
results against the plan 
The Long-Term Plar The 
greater the cost of capital equip- 
ment, the greater the need tor a 
long-term plan In the aircraft 
operating industry, the length ol 
time between a decision to adopt a 
particular type of aircraft and the 
delivery ot the first model may be 
inything up to five years, so that 
long-term forecasts and plans 
essential. Such plans must be in 
road outline only, and must be 
constantly reviewed to bring them 
into line with current expectation 
The Short-Term Plan This is 
simply that part ot the long-term 
plan covering the next budget 
period (normally a year). It is 
ased on a short-term sales fore- 
ast and a forecast of potential 
yutput, and acts as an essential! 
ink between the long-term plan 
and the budget. From the short- 
term plan, the planning unit can 
prepare a detailed production plan 
and only then can a start be mad 
on the preparation of at 
The Revenue Budge t 
produciion plan establis} 
ecisions 
tocks of finished goo 
} 


creased or diminished, 


are 


udget 


remain nov 


ana 
e charged. The 
partiall\ 


the sales 


prices shal 
ter will 
ished in 
need mo 

utput differ 

cast. Unless production plan 
revenue budget are accurate, the 
‘ost budget will be under- or over- 
tated, with the possibility 
us loss Hence’ the 

udget must be prepared in 

iderable detail! 

The Exper d ture B idaget Every 
person in the organization who ap- 
proves expenditure should play a 
part in the preparation of the ex- 
penditure budget. This postulate 
a sound organization in which the 
chain of authority is recognized by 


nave been esta! 


fore 


may 


revenue 
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everyone, and the 
managers responsibility is clear 


scope ol eacn 


The budget must be prepared on 
the basis of past experience and a 
knowledge of future trends, 
coupled with detailed studies ot 
methods and work stan- 
Each manager must be re- 
sponsible for his own budget; the 
budget section must, therefore 
give him all necessary information 
and assist him in the detailed work 
involved 

This means that: 

1. Details of actual expenditure 
in the previous year must be 
extracted. 


detter 
dards 


2 Pro-formae must be given to 


each manager, showing the infor- 
mation required by the budget 
section 

3. Notes should be 
difficult items 


included on 


4. Ready reckoners should b 
prepared for use where possible 

5. A member of the budget sec 
tion should specialize in the wori 
ot each department and assist ir 
an advisory capacity. 

No provision should be made, ir 
the preparatory stage, for the 
transfer of between one de 
partment and another; attempts t 
combine budgetary control wit} 
the preparation of product cost: 
ead to confusion. 

As budgets for individual sec 
tions are completed, they should be 
submitted to the next senior per- 
son in the department, who will 

mbine them with other budget: 
inder his control for submission 
until a complete de- 
budget has been com- 


cost 


» his senior 
partmenta 
piled 

As the expenditure budget of 
h department is completed, it 
mitted to the budget 
consideration, and, 
after provisional acceptance, will 
be consolidated into the overall 
budget for the entire organization 

When budgetary control is first 
introduced, figures can be fairly 
general, but detail must be pro- 
gressively increased as the system 
develops, so that the standard of 


Wlil De Sut 


ymmittee tor 





DEVELOPMENT OF A BUDGET FROM LONG TERM FORECASTS. 
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BLICK Time Recorders have stood the 
Test of Time because they are 


Strong, accurate and reliable 
Up-to-date and modern-looking 
Built to last. 

Moderately priced 

Backed by first-class service 


BLICK’'s 7,000 Users include such names as 
1.C.1., Ford, Shell, B.T.H., J. Lyons, Midland 
Bank, Marks & Spencer, Meredith & Drew, 
John Brown, Rolls-Royce, L.P.T.B., Imperial 
Tobacco, Players, B.B.C., Abbey National 
| C.W.S., David Cope, N.C.B., United 
Dairies, B.E.A., Patons and Baldwins, G.P.O., 
Schweppes, Anglo-lranian, Nestles Milk, 
Head Wrightson, L.C.C., Raleigh, Ransome 
& Rapier, Standard Motors 

| BLICK can offer you, on good delivery, a 

full range of Models—either mechanically 
(8-day) or electrically operated—suitable | 
for Factory Attendance Recording; for | 
Office Attendance Recording (Signature | 

| type); for Job Timing or for Time and Date 
stamping of forms and documents 


| BLICK Models range from the latest Super- | 

| Automatic, Impulse-controlled, Metal-cased, | 

| Electric Time Recorders usually preferred | 

| for large, modern factories to the small, 

| simple, Wood-cased Time Recorders with 
8-day Spring-driven movements often pre- 
ferred by smaller firms because of their 

cheapness. 


. * * > > 


| Tell us your problem or give us your re- | 

| quirements and we will give you our advice, | 

| quotation and full particulars of the right 
Model for YOU 


Write or phone TO-DAY to: 


The Popular Blick Mode! 518 
(Mechanically or electrically operated) 


BLICK TIME RECORDERS LTD. 


96 ALDERSGATE STREET, E.C.I. 


Telephone: MONarch 62568 





Branches at Birmingham, Cardiff, Leeds, Manchester, Newcastle and Nottingham 
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Nine Stages in Budgetary Control 


THE LONG-TERM PLAN 

A forecast of the firm's development over the next five or ten years. A 
forecast in general terms. 

THE SHORT-TERM PLAN 


A more specific forecast of next year’s developments. 


THE PRODUCTION PLAN 


A quantity estimate of the budget necessary to meet the short-term plan. 


THE REVENUE BUDGET 

An estimate based on sales forecasts of the revenue expected during the 
budget period. 

THE EXPENDITURE BUDGET 

A detailed estimate, department by department, of the expenditure 
expected in meeting the production plan. 

THE OVERALL BUDGET 

A combination of revenue and expenditure budgets to give a balance sheet 
showing expected results from trading over the budget period. 

THE CONTROL SUMMARIES 

Detailed periodical returns from all departments showing the actual 
results achieved as compared with budgeted figures. 

THE CAPITAL BUDGET 

An estimate of the capital requirements necessary to meet the production 
plan. 

THE CASH FORECAST AND BUDGET 


An estimate of the cash resources necessary to finance all 
transactions. 
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TWO JOBS 
ONE OPERATION... 


ALACRA DUAL 


FEED FOR THE 
GREATEST TIME 


SAVING 


ALACRA 


CONTINUOUS FORMS 
PINWHEEL FEED AND 


PAPERWORK SIMPLIFICATION 


Send for EPM Literature to— 
W. H. SMITH & SON LTD. 


ALACRA FACTORY, WESTERN AVENUE, ACTON, LONDON, W.3. ACORN 580! 
NOVEMBER, 1952 





These Pensions 


Depend on 


Profits 
By JULIAN ACOMB 


benefits pian 
months 


Ltd.., 


—— retirement 

established eighteen 

Young and Rubicam 
advertising agents 


operated 


ago by 
London 
similar to 
fully for some years by the parent 
company in the U.S.A. It is essen- 
tially a combination of _ profit- 
sharing and pension scheme, but is 
industrial pension 
contributory Because 

the employer's contributions are 
set aside specifically to provide 
retirement pensions, however. it 
has been approved by the Inland 
Revenue authorities for tax exemp- 
tion, and neither the contributions 
nor the interest earned are charge- 
able for income tax 

Under its agreement with the In- 
land Revenue, the company is 
bound, in any year in which earn- 
ings reach a certain minimum, to 
pay contributions into the fund for 
each eligible employee at the rate 
of 5 per cent. of salary and bonus 
after 3 years’ service, 10 per cent 
after 4 years, and 15 per cent. after 
5 years. If in any year profits do 
not reach this minimum, a propor- 
tional contribution is made, and in 
a particularly bad year the com- 
pany need contribute nothing, 
though the balance can be made 
up in subsequent years if desired 

When an employee retires, sums 
standing to his credit are used to 
purchase an annuity with a mini- 
mum ten-year guarantee, if de- 
sired. Joint annuities can be pur- 
chased to cover man and wife 

Under the most favourable cir- 
cumstances, a man joining the 
firm at 31, at a salary of £350 a 
year rising to £850. should draw 
about £413 a year at 65. Similarly 
an executive joining at 40 at 
£2,000 a year rising 


one success- 


L 
not, like 


most 
schemes 


to £3,500 


eliminated. 





annuity for him. 


The Young & Rubicam Plan 


The company make an annual payment to a 
trust fund for each eligible worker, providing the 
net profits reach a minimum figure. 


If profits do not reach the minimum, payments 
to the trust fund are scaled down or even 


When an employee retires, the contributions 
made on his behalf are used to purchase an 


Joint man-and-wife annuities 


can be purchased. 


No contribution is made by employees. 


If an employee leaves before retirement age, an 
annuity or cash payment can be made. 


All contributions by the company are exempt 
from income tax. 


should draw approximately £1,317 
a year at the same age. Women, 
for actuarial reasons, would draw 
somewhat less 

The fund is administered by five 
trustees (three directors and two 
employees) and all administrative 
expenses are borne by the com- 
pans There are provisions for 
annuities (immediate if over 55 or 
in the case of ill health or dis- 
ability, otherwise deferred until 
65) to be purchased for employees 
who leave the company for reasons 
other than dishonesty and miscon 
duct. Such cases are dealt with on 
their merits, and cash payments 
are made if the sum credited is in- 
sufficient to produce an annuity 

The retirement benefits plan is 
im addition to life insurance bene- 
fits. All Young and Rubicam em- 
have policies in amounts 
than their year’s salary 
The major expense is borne by the 
company. Those earning less than 
£850 a year do not pay anything 
towards this insurance Others 
contribute nominal amounts in 
proportion to their annual salary 


ployees 


not less 


The plan several ad- 
vantages over the stereotyped pen 
sion or superannuation scheme 
Employees get the benefit of a pen- 
sion on retirement, but the actual 
amount of their pension depends 
on the contributions credited to 
them. These, in turn, depend on 
the profits made by the company, 
so that the existence of the scheme 
is a strong incentive to conscien- 
tious and loyal service. The trust 
agreement, too, means that if the 
company has a bad year (and ups 
and downs in he advertising 
business are severe and often be- 
yond the control of the firm), it 
does not have to meet the drain of 
a heavy premium payment 
Finally. although the scheme in- 
volves considerable expense by the 
company, tax exemption reduces 
the charge on net profits by some 
thing like 50 per cent., or more if 
the new excess profits levy is taken 
into account 

A description of the scheme was 
given in our associate journal, 
“Advertiser's Weekly,” on 19 June 
1952. 
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Ihe unanimous adoption of a Company Report 
which ends upon such a satisfactory note is a foregone 
conclusion, And those amongst his audien2se who know 
will assume, quite rightly, that the Chairman has 


selec te d The Noble Lowndes Ss Pension Service to design, 
Noble Lowndes’ new book “Indian Summer” is a most 
install and administer the scheme. Noble Lowndes are A : 
helpful guide to Chairmen considering the introduction of a 
the foremost pension consultants in the United King- ‘ - — , 
. | on iS pension scheme, or the revision of existing provisions. A 
dom, having arranged individually-designed pension complimentary copy will be sent to you under confidential 


schemes for hundreds of Britain’s leading companies, cover upon application 


a 


G wh, 
“Ve VWPULECEB SCHHMOW SCOVWUMHE 


38 Lowndes Street, London, S.W.1. Telephone : SLOane 9922/3 and 7184/5 
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Efficient MORE THAN A CENTURY AC 


Miulners laid the foundatic 
of the Safe Industry. Te 
lav, Miulners continue to make the most mode 
and up-to-date Safes and Strong-rooms in t 
world for their customers in Britain an 
Overseas. 











The same skill and craftsmanship which make 
Milners Safes famous, is embodied in Milne 
Steel Equipment. It is cleverly designed, goo 
to look at and will last a lifetime. Whether yo 
require a complete office suite, or simply need 
humble wastepaper basket — get in touch wit 


Milners. 


MILNERS 


The finest Steel Equipment you can buy 
MILNERS SAFE CO. LTD., 58 HOLBORN VIADUCT, LONDON, I 


Telephone: Central 0041 5. Telegrams: Holdtast, Cent, London actorres: Phoenix Works, Speke, Liverpool. Telephone: Hunts Cross 1281 
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‘isible Recording 


ives Poster Site 
Ontrol 


y €. MARK WILSON 


In September, BUSINESS described how an advertising 
agency uses punched cards to record developments on out- 
door advertising poster sites over a wide area. A bill- 
posting firm is tackling the same problem by the use of 
visible record cards. This is how they do it. 


> each of its last two annua Ltd., of Birmingham, claimed that 
42% conferences the British Poster he changeover would greatly 
Advertising Association has de- simplify and reduce the work of 
voted considerable time to discus- his records department 
sing the ssibilities and advan Today the company are mid-way 
tages the profession adopting through the task of reorganizing 
some new method of record- the department and introducing 
keeping that would offer speed and the visible record equipment 
‘iency Widespread interest With old and new systems operat- 
aroused, therefore, when a ing side by side, a direct com- 
Birmingham delegate this year parison of the two is therefore 
announced that his company wa possible 
changing from the widely adopted For the past 25 of its 100 vear 


ledger plan book method of record- existence, the companys 


ana 1 
ing, allocating and letting sites, to ibsidiaries have used the plan 
a specially designed visible edge book system to record such infor- 
filing system mation as: where space is avail- 
The delegate. Mr. F. T. Wiley able and at which site; what size 

{ , 


director and secretary of space is available; and when 


pioneering company Shethel space is available for re-letting 
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OFFICE PRACTICE 


This system was found by the com- 


pany to have several limitation 
and one outright failing—lack 
peed. Some 15 plan book 
thick ledger measuring 
lZins. were necessary to 
records of the firm 
nda these were too 
rapid reterence 
>of each book ga 


7 . <1? ’ 
One SiLe i 


represe nted a poster s 
1 tne next etting 


avallable had to 


lal 


a suggested list 
could be completed TI 
process would take a whole mon 
ng. or near to it 
Twelve months ago the need for 
more efficient method becam« 
A round table conferenc: 
uggestions and counter 
made, and final 
it w ided to adopt visible 
recording equipment 
The new equipment alread 
houses the records of several hur 
dred of the company 
have stl 
the remainder 
the visible system 
b- complete by the end of the \y 
however, and the plan books 
then be col 
“museun 
The ne 
five tet filing 
measuring 24ins 
124ins Each cabins 
travs and each tray ha 
mum capacity of 54 record 
The t: ed master cards mea 


l0ins 6ins. and are kept 


This Record Card Shows 
At a Glance 


Size of poster site. 
Gable or hoarding. 
Where situated. 
Capacity. 

Firm using space. 
End-of-contract date. 


Advance booking. 





order of route in accordance with 
a list of post sites 

Each card records detailed infor 
mation about one site, and when 
a tray is extended from the 
cabinet, the bottom edge of the 
card is visible. This shows (1) the 
type of site; (2) its address, and 
(3) the next month on which it 
will be available Item 
shown by a 
orange for 
and hoarding 
where sper ial 
(2) is indicated by v 
space provided ‘m (3) is shown 
by placing anoth signal (having 
the same colour as the first 
over one of 12 spaces printed 


the months of the vear 


How It Works 


When an 

spaces from a ) 

ber of Mr. Wiley al | Mr. F. T. Wilie, director and secretary of Sheffields Ltd., inspects 
the trays. notes all the site the new system. Old plan books are seen on the right. 

which an ora 

the month of No I and ) Th ystem ha n further ime inve in a personal tour 
piles a list he fin: ction is advantage ach d is accom- of th juipment has not 


then made by the agent. the 1 panied by a large photograph of 1 small, | will soon pay for 
‘ 


task being comple in a ver he site. A client can therefore see = j f in speed, e iency and ser- 


few minute his plan in action without the loss 


the furniture for 





-_ 


The CUMBRAE 


BOOKCASE 
The LOW CHAIR Ten and a half feet of shelf space 
Fitted with Foam Rubber Cushions behind easy running glass sliding 
for generous comfort, modern styling, doors. In oak or walnut, vertical or 


sturdily built £12- 18-0 horizontal £14- 10-0 








H. Morris & Co. Ltd. Milton Street, Glasgow, C.4. Sole makers of CUMBRAE Furniture Special designs 
and architectural woodwork for offices orignated. 
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YOUR LETTER IS 
YOUR REPRESENTATIVE 


First and lasting 


impression Ae 


A well typed letter, like good stationery, is a 
credit to the sender and a compliment to 


the recipient. 


Choose your typewriter Ribbons with care and 


CHOOSE BARCO first and last 


CI 


Manufacturers for over 60 years. 


147-9 CANNON STREET, LONDON, E.C.4. 
ENGLAND. 


BARCO| 


CARBONS & RIBBONS 
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Another (Siamian Salem) Product 
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Faced with the necessity of moving one of their branches, a 
leading Scottish bank decided to break with the tradition of 
marble halls and mahogany furniture, with interesting—and 


unexpected—results. 


New 


With beecn 
hing chairs u 
tered in red _ hide Red 
branches trom settees are also provided 
Hanover Street to Princes Str and to the right 
they faced with the problen entrance 
of redecorating a The right-hand wall, behind the 
Material shortages pre ruunter, is also papered, and ha 
vented them from using the tradi- a stat? corridor linking various set 
tional and mahog tions 
decor, so their architect wi: l The counter itself is of 
structed 1odern furnishing oured Australian walnut 
throughout. The result is a re- ontrasting beech facings No 
freshing change from the dignified mouldings are that the re 
but cold and austere, atmosphere lt Is a flush wa 
normally associated with . high, broken only by the 
The building is windows Bold white let- 
row, with the normal coun in- ‘ring on the timber gives rapid 
ning at right angles | ‘n- nd | 1istakable indication of the 
trance. The long wall to the lef a reabouts of the different se 
on the public side of ounter 
treated with 


103ft. length 


con- 


vy THE Clyde ide ana trallan Wainut 
North f Scotland Bank trast, with mat 


Ltd.. recently transferred one 
their Edinburgh ( 
eei, nere 
were ; 
former jewelle! 


ator 


marble 
O light 
to use ! with 
used, s« 
continuous 


aeep 


modern 
being 


andscape 


has been 
wallpaper, its 
broken by a 
and still lifes by 
Scottish artists 
covered with a 


The Manager's Office 
series ol ™ 
contemporary The private office of the branch 

The floor is similarly decorated 
carpet of Persian with papered walls and light wal- 
design, with an over-carpet of deep nut furniture 
pile fawn running along the coun- The Scots have a saying that 
ter to take the bulk of the heav: “the proof of the pudding is in the 
traffic. preeing o' it.” It is too early yet 

The furniture consist f four to argue that the new 
contemporary I produced any given 


manager 1s 


decor has 


t volume of 


stvle table 


Decor Wins Client Interest 


extra busines Bu 
ertaln 


aroused cons 


eres 


potentia 


May We Come In? 


The exterior the bank 
ists of windows 


massed disp ay ol 


containing 
flowers, with 
illuminated crest on the glas 
Wal The flowers which 
permanent teature 
noticeably brightened 
Street and the lives of the 
sands who pa along it. 
has been, moreover, a steady 
of visitors ever since the bran 
opened, who have asked, “May 
come in and see your pictures? 

The break with 
had a considerable 
in a pleasant, practical 
tinctive form Any 
the real value of publicity o 
nature to an institution like a bank 
is bound to be a matter of opinion 
but the directors of this 
lieve that their decision 
fully justified. Theirs is a 
example of how material shortage 
can be turned to advantage 
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calculate quicker... 





The Sumlock * FIGUREFLOW” is the née 


© ** FIGUREFLOW" is cra 


n+ 
PF 


ime as a greate: 


Write or "phone Sumlock Limited NOW for a demon 


tration with this unique machine on your own work 


. U M L 0 C « L T D | ALBEMARLE STREET, LONDON. W.! 
TELEPHONE REGent 133! 
v g Brist s, Leiceste ert 
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16 SAVES THAT MINUTE 


The Time Recorder that :— 


Increases production hours 
Saves money 


Pays for itself in two or three 
years 


Write for full facts to Department B/N’! 


“THE MAGNETA TIME CO. LTD 


GOBLIN WORKS, LEATHERHEAD, SURREY 
f ASHTEAD 866 (8 lines 
London Office: 6 GT. QUEEN ST.W.C.2. - HOL. 9762-3 
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provided go in deep. desk 
7 drawers and in. self-contained 
\ ) \\ units for use on desk or table tops 
1 CT Y hala Enquiry Ref. No. O.11/1 


Part-time Draughting 


\ ANY smaller firms do not 
Easy Reference which enables it to be joined, con- a need a fully-equipped draw 
certina fashion, to a number ol! ing office, yet from time to 
ge Be cegesen filing systems have others. The front of each file is designs or drawings must be pre- 
b done much to speed up, sim- slotted to take cards to indicate pared on the spot. A way out of 
plify and make more exact the contents, file removals, transfers, this dilemma is offered bv the 
storage of letters and information etc. They can also be used to Rulatable Manufactured from 
Latest of these systems is the carry costs, materials, sales 01 tubular steel. it is so designed that 
Shannolink, which embodies a _ other information when not in use for drawing. the 
number of new features and per- These cards are in addition to top can be levelled for use as al 
forms various functions over and the title strip which runs across ordinary office table. The top or 
above the passive storage of cor- the full width of the file Infor- 
respondence, etc. mation, such as a firm’s name, ad 
Each file, though individual! and dress, telephone number, orde: 
independent, has a linking device number, credit terms and the like 
is typed on perforated card strips 
and inserted within a plasti 
sheath These sheaths are angled 
backwards to give maximum visi- 
bility. Coloured sigrals can also be 
attached to the title strip for sig 
nalling dates and indicating when 

ertain actions become neces 

Misfiling can at once be dete 

Vv the same means 


The actua folders are ope 




















time 


vated for speed of operatic 
are designed to expand auto- 
‘ally as the contents Increase 
we is fitting In any 


New dual-purpose file. filing ca inet. the new files can be Ready for draughting. 





“fer the reproduction of anything which can be written, drawn 


x 


or typed, you need an 
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100 copies per minute 





are automatically fed, printed and 


counted by merely turning the handle 





Power driven models are also available 


Write for full details to 


ELLAMS DUPLICATOR CO.,LTD 





GERrard 4556 5 DEAN ST., LONDON, W.1 








“guaranteed for 10 years. 
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STEEL CUPBOARDS AND DOUBLE PEDESTAL STEEL DESKS 








STEEL FILING CABINETS AND STEEL TYPISTS TABLES 


: — o 
\ Ast 4 caf " 7 
WY a 
ars - 

THE FIRST-CLASS JOB speaks for itself! 
. . something to remind you perhaps of clean 
sheets newly aired! Smooth your hand across its sur- 
face. There is strength and durability, fine finish, 
fitness for its special purpose. . . . The greatest care 
is necessary. No two lots of paper are exactly alike. 


Papers, cottons and mounting boards vary in tensile STEEL CUPBOARDS WITH SLIDING 
strength and shrinkage factor. A particular glue will 
suit one job—only a certain paste can be trusted for 
another. Generations of craftsmen have handed on 
knack and knowledge of this kind at WEST; we are 
constantly experimenting, testing, making sure! 

Perfected processes include joining ard mounting 
maps and plans of al! sizes on to 
paper, cotton and board; 
providing and fixing roller- WESTY SAYS: We specialise 
and-ledge fittings; fixing to in mounting up competition 
spring rollers; mounting flat ry yess gaa 

e tion is so important 
or cut to fold as for road on 
maps; providing and fixing 
large wooden strainers as for 
theatre and exhibition displays; 
expert repair of torn and dilapi- 4 All Harvey Steel Office Furniture and 
dated documents ; binding reports and yEST S, Equipment is of modern design, sound 
estimates into book form; edge-binding construction, and of the highest quality. 
with ‘ Byndite’ or silk; and varnishing Finished in Olive Green stoved enamel it 
and we weicome new problems! is perpetually durable, fire-resisting, and 

a 4 proof against damp and vermin. Prices are 
In the field of map and plan mounting competitive. Send for Catalogue No. BU800 


AW A understand your problems 


A.WEST & PARTNERS LTO - 4 ABEEY ORCHARD STREET - LONDON - S.W.1 G.A. Warvey. & Cu. (London) Ltd 
TELEPHONE: ABBey 3323 Woolwich eee en Gen. Sot 


- 
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STEEL CUPBOARDS WITH SHELVES OR PIGEON HOLES. 
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drawing board is mounted on fou: 
telescopic nickel-plated legs, which 
slide within four vertical member 
of the tubular frame. They can 
be locked in any position and at 
any angle by four chromium The 
plated hand screws. A swivelling , 
tray can be fitted for holding pen- curve of this 
cils, erasers, instruments, etc., ana duplicator allev- 
rubber feet prevent the table from 
slipping when in use. 
Four sizes are available, varying fatigue. 
in width from 20 to 42ins. The 
normal, level height of all the tops 
is 3Uins. The three smaller sizes 
have a maximum extended height materials used are strong enough members oi their _ staff, the 
of 52ins.; the largest, however to make it robust and sufficiently Confadesk has a dual personality 
will extend to 70ins. All the non- heavy to give a good impression Normally, it is a handsome 
plated metal parts are stove without the need for excessive wooden piece of furniture that 
enamelled in cream pressure takes up no more room ihan the 
If required, the board may be Up to 500 copies, the manufac- typical executive’s desk. When a 
fitted with a Rulaline parallel} turers claim, can be produced with conference is to be held, the back 
motion device which simplifie a single inking A few strokes of the desk lifts up and forms 
ruling horizontal straight lines. with an inked brush renew the rigid leat, at which up to five 
Enquiry Ref. No. O.11/2 pad for further use extra people can sit in comfort 
The Major is supplied in a rhe struts that support the leat 
Meet the Major strong carton which also holds the fall ones piace by their a poe 
tubes of ink, brush, stencils, stylus 5 there is no adjusting to be done 
iene eee = pen and cutting plate which make The workmanship is so exact 
| SED in the same way as a desk oe “wed tfit (the desks are built by hand 
blotter, the Emgee Major — — 2 ss ‘i craftsmen) that when it is folded 
duplicator is valuable for short- Enquiry Ref. No. O.11/3 down, the leaf is undetectable 
run duplicating jobs that occur Three drawers of normal depth 
from time to time in every office, Space Saver are fitted in the left-hand pedestal 
factory, canteen, shop, etc and one similar drawer and a deep 
Sheets up to quarto size can bs Dg tegen for use by execu- one for filing, in the right-hand 
printed The duplicator is well tives and department heads pedestal The deep drawer is 
designed and finished and _ the who must hold conferences with fitted with a metal frame to take 


shallow 


iates operator 





“If ONLY | could have a ROYAL’ 


For speed, clarity and reliability 
there is nothing to equal a Royal. 
Every machine is backed by the 


efficient Royal service. Until new Trade Mark 
Royal typewriters are available, WORLD'S No. 1 TYPEWRITER 


this service awaits your request. Electric, Standard and Portable 





C Set c ae aay-~- 
1) naing dal “fating ma hineé of tod 1 
le utsta 


€ i it i t a ah rite or * phone te 
I istration ven < ul ligation ? 
Yemonstre £ ? nh C W ) 


EWRITERS, 27 Bankside 
nae a” WATerloo 733% . ies 


London, S.E.1 


elephone: 


nis th hou 


Branches and age 


STAND No. 25 


BUSINESS EFFICIENCY EXHIBITION, KELVIN HALL, GLASGOW NOVEMBER 4th to [4th 
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For many years the Cox Organisation has been producing 
tubular steel seating for all purposes and their products 
range from seating for the automobile industry to tip-up 
seating for theatres and cinemas. Their recent achieve- 
ments in the latter field include the manufacture of the 
auditorium seating for the Royal Festival Hall, London, 
and the re-built Free Trade Hall, Manchester. Their 
products also include a range of seating for commerce 
and industry and the exampie illustrated is executive chair 
model OW.171. A complete range of chairs for clerical 
staff is available and full particulars and catalogue 
(reference D) will gladly be sent on request. Note 
should be made that Cox also manufacture a large range 
of chairs and tables for canteens and staff restaurants. 
Please write for catalogue (reference E) which gives full 
particulars. 


Cox & Co «~~ Ltp. 


WATFORD BY-PASS, WATFORD, HERTS. 


Telephone: WATFORD 5463!-5 Telegrams: COXANCO PHONE WATFORD 





forefiicient wmlercommunication 


Standard’s world-wide reputation in the field of tele- 
communications . . . their vast research facilities and manu- 
facturing resources . . . are the roots from which have been 
developed the most efficient, reliable and flexible inter- 
communication systems for offices, factories, hospitals, 
etc.... froma single line up to several thousands. Standard 
telephone systems are extensively used by the major 
industries throughout the country 
\ STANDARD Private Auto 


mati elephone Installation 
supplied con unction with the 
G.po.t haredle all terna 
ind excha 





Standard supply and install all types of TELE- 
PHONE, FIRE ALARM and STAFF LOCATION 


SERVICE SYSTEMS for industry, hospitals, etc. 


Standard’s country-wide organ 
isation ensures prompt and effi- 
cient service and maintenance 





Standard Telephones and Cables Limited 


INDUSTRIAL SUPPLIES DIVISION 


MSyreiileleiaed Footscray, Kent. Telephone: Footscray 3333 


oe oe oe oe = — ENQUIRY ORM 





I am interested in efficient inter-communication Please send me 


, 
PRIVATE AUTOMATIC | “"""™ 
TELEPHONE SYSTEMS | 

| 


Geer ere nn nn ee ee EE SE 
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Up to six people 
can sit round this 
desk in comfort. 


suspended files, and it 
metal rails, which give ease f 

movement, yet enable the drawer! Vmmetric 
lifted out if necessary 
handles are fitted to the 


drawer; the appearance 

pedestals therefore i 
ca Pull-out writing 
Two rests are provided over each set ot 
front One of these is fitted 
with a plate-glass insert to take 
information charts, et 

The Confadesk can be supplied 
in oak, mahogany or walnut, and 
measures 5ft. by 3ft.. or 5ft. by Sft 
the conference leaf is raised 

Er quiry Ret No. O.11 j 


to be 


when 


Prestige Builder 


x" increasing number of firm 
4 are finding that contemporary 
furniture and fittings have con 


Continued on page 128 


ee 
BUSINESS and the 
B.E.E. 


WITH this issue BUSI- 
NESS _ provides its 
readers with a preview of 
products being shown at 
the Business Efficiency Ex- 
hibition at Glasgow. 

The preview takes a new 
form—a special, loose sup- 
plement—which makes it 
particularly useful for the 
executive. It can easily be 
carried in the pocket while 
visiting the Exhibition. 
Afterwards it can be filed 
for future reference. 


- 
BUSINESS's own stand 

will be Number 9a, 
where our stzff will be 
pleased to help all visitors. 


Business Efficiency 
Exhibition 
Kelvin Hall, 

Glasgow, November 4—1I4 











FOR 
EFFICIENCY 
AND 
DURABILITY 





The 


Typewriter 
Key set tabulator 
Siient carriage movement 
Perfect stencil and carbon work 


Carriage lengths 12” to 22 


Ask for demonstratior 
without obligation 


%e The new 1952 model, Standard and Portable, early delivery 





T.S. (OFFICE EQUIPMENT) LTD. *% 30 New Bridge St., London, E.C.4. 


Telephone CiTy 1107-8-9 
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THERE 
IS 


ADVERTIsing Ales cost : 
MANAGER  Manice ‘Dinecron. — SecnEtany = ACCOUNTS APeQUNTANT USE 
' 4 1 FOR 


LOOSE-LEAF BINDERS 
IN EVERY 
DEPARTMENT 
OF YOUR 
BUSINESS 


MR UG 


Ask for Free Booklet |1103A 


MOORE'S MODERN METHODS, LTD 


MANY STANDARD SIZES 19-21, FARRINGDON STREET, LONDON, E.C 4 


SPECIAL SIZES TO ORDER CENTRAL 3200 








Capable of carrying one 
ton mobile or five tons 
static Victrolec Stillages 
maintain definite registra- 
tion when stacking, and en- 
sure safe locking when in 
use. Containing no loose 
parts, they are equipped 
with loaded catches whict 
ensure absolute safety, and 
are easily collapsable for 
stacking purposes when not 
in use. Fully patented, 
they can be supplied witt 
all steel sides 

Write for further detaiis 


VICTRQUEGC 





| STILLAGE RACKS & PALLETS 
VICTROLEC LTD., 263 VICTORIA RD., ASTON, BIRMINGHAM, 6. Tel: EASt 1454-5-6 
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HAMANN AUTOMATIC CALCULATORS 


The New Mamann Automat -S 


offers a further advance in design and 
the function of calculating, with the 


following special features :— 


Streamlined styling. 

Small and easy to handle 

Reliable and strong. 

Faster, quieter, easier operation 

No manual manipulation of the carriage 
Automatic short-cut multiplication 
Automatic division 


Unequalled calculating possibilities 


Fully universal motor for all voltages from 100 to | CAPACITY 
240 volts D.C. and A.¢ | 


9x8x 16 £190 


Send today for leaflet BY 


OFFICE MACHINERY LTD. “OMAL HOUSE” 22 KINGLY ST., LONDON, Wat 


Telephone : 























Right up to the minute in appearance and ease of 
operation. Simply touch a button and speak instantly! 
Fach EDISWAN Loudspeakerphone is fully guar- 
anteed. Please write for illustrated leaflet B.77 


PRICE: Standard Master Unit 


for 6 extensions: £22 . 10 . 0 
Extension Units (each) £ 4 ° 5 . C 


EDISWAN 


Loudspeakerphone— No purchase tax— No rentals 
THE EDISON SWAN ELECTRIC CO. LTD. 155 CHARING CROSS ROAD, LONDON, W.C.2 


Member of the A.E./. Group of Companies Branches in all principal towns. 
apr? 
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| fF os FF F&F FF F&F FF | FF FF FF Ff 
Why stick to stamps? 
See the new and interesting developments in 


POSTAL FRANKING, 

NATIONAL INSURANCE, 
neopost CHEQUE SIGNING AND 

SIGNATURE MACHINES 


on 


STAND No. 58/59 


BUSINESS EFFICIENCY EXHIBITION - KELVIN HALL - GLASGOW 


RONEO-NEOPOST LTD... 417-419 SAUCHIEHALL STREET, GLASGOW, C.2 


— rn rr 








Immediate Delivery 
of 


| Office Furniture 


= 




















Write for 
details 

of our wide 
range of 


Desks, etc. 


£23-9-4 ; : 
Cy pists hairs lypist’s desk with Double pedesta Arm Chair in leathercloth with hardwood frame £5-0-0 
vdijustal seats three drawers and desk in oak @ IMG L d 
ind backs slide 40” (ine 4°6° x 2°6" x 2°" 
Son Soe = JOHN PERR t 
£10-11-9 
CONTRACTS DEPARTMENT 


Desks finished in light or dark oak RICHMOND RD., KINGSTON-on-THAMES. Phone: KIN 1718 
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MULTIPLICATION 
REPRODUCTION 
REDUCTION 


A NUMBER of rush photo- 


prints to be produced- turn to your 


Mervac. An accurate copy of an 


illustrated document —turn to your 
Mervac. An urgent litho plate for the * office offset’? — turn to vour Mervac 


\ drawing to be scaled to different sizes turn to your Mervac 


It is as versatile as the Knight, and has as wide a range as the Queen ; 


Cher 


yet It remains on its Own small square of floor space all the time 


several models ; ask us which will best suit you. 


Ltd., 4 Rathbone Place, London, W.1. 


un” the versatile 


Grant Production Co 











YOUR CAREER 
Depends on your Qualifications CARTONS 


Specialization in Management Accounting through | 
the Examinations of the Society of Commercial | DISPLAY BOXES 
Accountants can open the 


successful careers. 
Young men and women { Library facilities a ! t ‘ 
an tan Geniod alia ' than wnt Perse 3261/4 


Experienced Accountants 


door to a wide variety of 





Designation of Members ‘ 
\ t t f.A 





Journals 


Examinations Intermediate 


and Final) a: ny pee . 
it il tr t t { t t 
‘ titut ‘ t Syllabus ‘ 
> 


‘ ng 


Society ot Secretary ; 
2. JNO.B.HAGGETT | 
Commercial an, F.COMM.A.. F FT.COM 

; BRITANNIA FOLDING BOX CO. LTD. 


Accountants 31 Stoke Grove, . 
, ; DACE ROAD . OLD FORD DON 
LTD. (by Guarantee 





Westbury, Bristol 








London Offices: 5 Gt. Winchester St., London, EC2 
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Buyers are bewildered. 

So many dictating machines have made their appearance since The 
Trevor-Johnstone Company Ltd. pioneered the marketing of magnetic 
dictating equipment in Britain. 

Yet, in fact, the choice of the machine that meets your precise needs 
is no problem at all. 

Every magnetic dictating unit records and reproduces speech. Some 
do this better than others, but only one machine—the Dictorel—makes 
recordings on standard commercial size sheets of paper, specially 
magnetised, and called Dictograms, which can be used over and over 
again, or posted like an ordinary letter 


ivery other feature of the DICTOREL is as far in advance, making 
vork for the typist easy, smooth-flowing and trouble free. 


The DICTOREL is chosen for these reasons by hundreds of leading 
ndustrial and commercial concerns in Britain. 


NOTE FOR EXECUTIVES 20 tes dictation time is such ar 
»ALES AND SERVICE CENTRES 


FHROUGHOUT THE 
COUNTRY 


fechnical Development and Service 

Yepartments 169/174, Sloane 

it., Knightsbridge, London, $.W.| 
Tel.: SLO 6198/9 & 8470 


sett lin Great Brita ' 
The Trevror-Johnstone Company Limited 
14, Berkeley Street, Piccadilly, London, W.1. Tel ; GRO 3871 (5 lines) 











YOUR PRIVATE OFFICE 
FURNISHED IMMEDIATELY OR 
SPECIALLY MADE FOR YOU 


"a aT, bs 


THE DESK ILLUSTRATED IS AN EX- 
AMPLE OF FINE CABINET WORK 


WE SHOULD BE PLEASED TO SUBMIT 
DESIGNS AND SCHEMES TO MEET 
YOUR OWN PARTICULAR TASTE. 


SimpoleS 


DESK MANUFACTURERS SINCE 1843 
BONDING HOUSE, BLACKFRIARS STREET, MANCHESTER, 3 
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To Business 
men only 


How to save money 
time and effort in 
your business 








Aged your business eye peeled for this 
poster and ask your secretary to get 
you tickets mow tor the Business Efficiency 
Exhibition, Kelvin Hall g . Nov 
4-14. With rising business costs scaring the 
davlights out « t of us, here is an 
Exhibition that no business man can afford 
to MISS whether your annua! turnover ts 
ten thousand or ten millio This Business 
Exhibition will show vou a hun 
one practical ways in which you too can 
save money, time, labour and effort in your 
own business. Tear out this advertisement, 
Pass it to your secretary and tell her to get 
you tickets. Remember, Business Efficiency 
Exhibition, Kelvin Ha Glasgow, from 
Nov. 4-14 


your competed 
wll be at the 


BUSINESS 
EFFICIENCY 
EXHIBITION 


Kelvin Holl NOV. 4-14 








THE HOME OF 
THE 
BRITISH CYCLE. 


- AND The most efficient 
ROG STANDS method of storing 


cycles. 











The type illustrated 

is only one of the 

many which we 
manufacture. 


Fully illustrated cata- 
logue on request. 





All stands are of 
steel, stove enamelled 
green for durability. 


IBIX (METAL INDUSTRIES) LID 


FACTORY EQUIPMENT SPECIALISTS 


TAYBRIDGE WORKS, TAYBRIDGE ROAD, 
BATTERSEA, S.W.!I. 


Phone: BATtersea 8666 7. Grams: Abix, Batt. London 




















WE INVITE YOU TO SEE THE, 


towmore 


MOBILE 
STORAGE SYSTEM 


(INCREASES STORAGE 
CAPACITY BY 
) 


ON STAND 


BUSINESS EFFICIENCY 
EXHIBITION, KELVIN HALL 
GLASGOW NOV. 4— 14 


J. GLOVER & SONS, LTD. 


(HEAD LICENSEES—FOULKES PATENTS) 
79, GROTON ROAD, LONDON, S.W.18. 
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SIEBER, 


—The World’s finest clothes storage system. 


The Sieber System contains all the 
essentials of modern clothes — storage. 
While hanging in perfect shape garments 
air and dry naturally, reducing colds and 
thus absenteeism 


NUMBER PLATE 
COATS ETC 


HAT 


L- COLLAR 
TIE ETC 


UNDERNEAR 


YOUR 


1 SHOES 
+ SOCKS 
HANDBAG 
i ETC 





PatNo415653 | 


Reg Des ee 











> 
) eD 
FASILY insTaLten LOW PRI” 


READILY ADAPTABLE 


CLOAKROOM 


Sieber takes up less space than other 
systems, has a much lower initial cost and 
incurs no maintenance charges. Need- 
less to say it fully meets The New Fac- 
tory Act. 


PROBLEM 


JAMES SIEBER EQUIPMENT CO. LTD. 
1, AFRICA HOUSE, KINGSWAY, W.C.2. 


Hol 
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OZARAPID 


does copy work 
quicker, cheaper 


We invite you to write or telephone for full details 
or, better still, ask for a demonstration from 


OZALID COMPANY LIMITED 
62 London Wall, haaiien. E42. 


Telephone MONarch 932! 








INDUS MANAGEMENT AND EQUIPMENT 


A Three-Pomt Plan for 


Productivity 
By PHILIP F. DYER 


High productivity can only be achieved and maintained by 

vigorous attention to continuous improvement of management 

methods. Here is the case history of a firm that, by studying 

all possibilities of improving methods, have reached an 
extremely high level of productivity. 


7. METHODS that ; icces th ype is more difficul houg! trade mark, Pha 
fu isiness Man »s iz f equi alue dustry The 
lay-to-day conti f is business Such afr ‘Valuation Was given organization is 
ire netimes the rest of the recently at the Summer School of iderable extent 
radical ‘-organization f an the Institution of Production Engi- processes involved 
existing structure. BUSINESS ha neers. The company was the Bri mentals of these are 
I i- tish Heat-Resisting Glass C : (1) Continuous’ operation 
*n, the speaker, Mr. B. G. L. Jackm furnaces and plant enforcec 
nowever n nethods in ise at works director of the companys oth running costs and 
iny given moment come from a ind son of the managing director quality considerations, inv 
long series of minor improvement British Heat-Resisting Glass shift working for 24 hours 
{ 


I 
ind adaptati ns ot a svstem ( make a large variety of products seven davs a week 


published n y § 1 elore-an 


neet the ever-changing ndition from boro-silicate glass, both for (2) Rigid control to ensure that 


f production and marketing. The he consumer market (pressed and the rate of draw on any particular 


evaluation of an rganizatior no tableware under the furnace does not exceed the rate 


Consistent quality of Phoenix ware depends on a long series of improvements and adaptations 
in production methods. 


BUSINESS 








input, and that neither exceeds 
the maximum melting rate of the 
urnace 


(3) Complete cleanliness in all 
atch material The Phoenix Plan 


(4) Meticulous furnace contro! 
to ensure good combustion free 
from excess oil or air, achieved by — ° 
metering the oil to each burner I. Administrative 
recording the CO, content in the " ‘ 
waste gases, and constant inspe (a) Work three shifts—even if you do not have to. 
owns ea tcomgar ge (b) Introduce a timekeeping bonus, with sub- 
- ” woppiengpeny: ay npc vane stantial penalties for absence or lateness. 

Wo vears or so, Que to erosion Dy 
luxes at the glass line. This (c) Use tool kit boards to cut tool losses. 
neans that extra turnaces must be (d) Cut paperwork toa minumum. 
provided to maintain output at any : 7 
given capacit and reasonable (e) Don’t rectify—scrap. 

dewvihilit ’ he rr of rebu @ ; i 
mony in the ander of renuin (f) Keep your workers in the picture. 
ing 

(6): satistactory inspectlor 

covering the ftinishea re ° 
inane ak teceens des 2. Technical 
idgment is invol 


perfection is impossible (a) Mechanize until it hurts. 


A high order of mechani al (b) Make each department responsible for their 


At least 80 ° 
} own maintenance. 
achieved in oner¢ 


nditions (c) Use statistical methods to solve technical 
8) First-class mould manufac- headaches. 
seal ee (d) Encourage specialization within limits, but 
maintain flexibility by ensuring that each 
TEYHE PROBLEMS inv i—an operative can tackle two or three different 
the solutions to them-—fal jobs. 


st 
i ist 


three categories 
echnical and edu 


3. Educational 


rf 
( 


1d? strative 
—~ WORKING is essential t (a) Train for versatility among supervisors. 
his type of work it even if . 
i. eee ust. Me. Jackman would (b) Switch foremen and departmental heads at 
firmly advise its adoption re least once a year. 

} r > Try) ,itry) . . 

floor nce nents f (c) See that supervisors share in bonuses. 
parti ir sections of 
secure greater utliizatl 


statistics show 





at east, 








proa i 
higher fr night si 
time hours of work. This i ment at shift hand-over period component part i ilways 
more tha offsets } 1 na ha been overcome by the use Ol Iully 1n ine with the appre 
problems of control and la log books. Specially designed tool atch quantity, and part is 
recruitment kit boards, mounted in a prom}- avoided completely If any short 
The = difficulty f cruiting nent position, with the outline of age or hold-up has to occur, ever; 
vorkers for night shifts remair each tool on the board »nainted 4 {fort is made to ensure that i 
ind Mr. Jackman has no simple’ vivid red, have practicaily elimi-_ « irs before the material is issued 
olution to offer. On the other nated tool losses. The red outlines ov the shop floor for production 
1and, the allied problem of time- are normally covered by the tools, ectification or salvage bays are 
seeping at shift changes has been and any absence is immediately avoided wherever possible to en 
solved by a time-keeping bonus noticeable; the shift on which the force decisions on quality ind 
\ll workers receive an attendance absence is first noted is held re ther matters Material either 
onus of £1 a week, from which sponsible for the missing tool goes through the whole production 
leductions are made for latenes The production control system process or is scrapped out of hand 
xr absence. If over 30 minutes are cuts paperwork to a minimum f deficient in any way 
ost by an operative in the course only two forms are used—and All tools and equipment are 
f a week, the whole £1 is for- makes maximum use of the initia- tried out thoroughly in a produ 
feited tive and ability of production’ tion development section before 
The difficulty of obtaining satis- supervision and production opera- going into bulk production 
tactory reports on running equip-_ tives. The issue of raw material or Good labour relations are 
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tial on shift work, since top man- 
agement cannot always be on the 
job. These are secured by the 
company by close personal contact 
between management and men. At 
least twice a year, all workers on 
each shift are called together and 
addressed by the managing direc- 
tor or works director. He sums up 
the company’s progress to date, 
and outlines the immediate prob- 


lems—production or selling—that 
will have to be faced in the next 
six months In addition, ad hoc 
meetings of this type are held 
whenever any special problem 
arises. 


2. Technical 


I SYNOTE of 


emphasis 
as a 


the organization Is 
on mechanization 
means of meeting labour 
shortages and increasing produc- 
tivity. Much of this is, of course, 
specific to the industry, but the 
principle can be applied to other 
industries. The introduction of a 
fully automatic batch mixing and 


charging plant, for instance, cut 
down the number of workers in 
the department from twelve to 


three in three years. Each depart- 
ment employing mechanical equip- 


ment takes responsibility for its 
wn maintenance. 
All furnaces are fully instru- 


mented, but personal observation 
at frequent intervals is also prac- 
tised. The instruments indicate 
trends only, but can be used as a 
link in the control chain 

In the manufacture of moulds, 
the dimensional changes that 
occur when the moulds are heated 
to 550° C. make the calculation of 


correct clearances and their 
achievement in manufacture ex- 
tremely difficult. The company 


undertook a= statistical analysis 
over wide ranges and large quanti- 
ties of actual sets of moulds made 
over a_ period two years 
This pin-pointed the problem and 
enabled practice to be improved to 
a point 90 
moulds 
without a sort 

In glass production, a controll 
degree of specialization by glass 
makers is encouraged. They are 
given of moulds, which 
come their own exclusive property, 
particular positions on a 
and on Over the 
years this specialization has im- 
proved overall production by 20 
per cent. compared with the old 
arrangement, by which any man 
might be called upon to do any jo! 


ol 


where per cent. of all 


now go into production 


hitch of anu 





sets be- 


turnace, 


past two 


SO 
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3. Educational 


¥PECIALIZATION is encouraged 


h by a training programme, 
but a certain degree of versa- 
tility on the part of workers 


is regarded as essential in order to 
secure stability of labour. It is 
common practice for almost every- 
one in the organization to be 
capable of doing two or three dif- 
ferent types of work as the occa- 
sion demands. Glass makers, for 
instance, are brought in to help 
rebuild furnaces and even redeco 
rate the factory. At any one time 
this versatility is only required o! 
some 10 to 15 per cent. of the fuil 
establishment, but it occurs at dif- 
ferent times with different groups 
ot labour 

Shift working is 


not popular 


among Junior supervisors, and the 
only answer is to interchange 
supervision at frequent intervals 
It is normal practice to move fore- 
men and departmental heads fron 
one section to another at least once 
a year. 


Actual training is confined to 
personal instruction by a _ super- 
visor’s immediate senior. Onl) 
limited success has been obtained 
witn T.W.I., and outside educa- 
tional facilities in the area are 


poor. 


Departmental budgets of expen- 
diture and normal running costs 
are compiled and operated on a 
monthly basis, with supervision 
sharing in the overall efficiency 
bonus of the factory. 
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PROCESS EQUIPMENT 


On the Spot 


YOVEL features of the Power- 

a in-Hand gun spot welder are 
three in number. Firstly, the weld- 
ing electrodes are mounted in a 
.«'n at the end of 5ft. power leads 
This allows the welder to be 
taken to the job on bulky or 
awkward work Secondly, throat 
depths of up to l2ins. are obtain- 
able with the gun; if this is in- 
sufficient an anvil welding attach- 
ment gives an equivalent depth of 
3ft. Thirdly, the machine can 
onverted into a_ pedestal 


be 
type 





Demonstrating the portability 
of the gun spot-welder. 


for normal operation by mounting 
the welding gun in a cradle on top 
of the power unit casing 

Two other features of the Power 


n-Hand are worthy of note. Thess 
are the patented system of gur 
leverage which allows a pressure 
of 160lb. to be exerted at the elec 


trodes, and a claw-weld attach- 
ment which enables welding to be 
carried out in confined situations 
Welds can be made wherever the 


claw can be hooked. 

Rated at 10-kva., the equipment 
has ful! electronic timing and a 
built-in power factor correctior 


condenser. Full mobility has been 


ensured by fitting rubber-tyred 
wheels 
Two models are available: one 
for operation off 400-volt mains 
and the other a universal mode] 
with interchangeable links for usé 
with 200/250 or 380/440 volt sur 
plies 
Enquiry Ref. No. F.11/1 


Steel Suspender 


LMOST uncanny in operation 


a is the Magna Float ferrous 
sheet separator It separates and 
holds in suspension small-size iron 
and steel sheets, blanks, etc., read 
for an operator to withdraw then 
singly for feeding to a pressing or 
stamping machine. The difficulty 


often encountered in 


la ly if 


parting suct 


they are 


OLY 


overcome injuries to Wor- 
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Gear hardening by high freauency heating at Vauxhall Motors Lid 


High frequency induction heating for higher productivity 


THE HIGH FREQUENCY INDUCTION heating process | WHERE TO GET MORE INFORMATION 
is applicable to hardening, brazing and soldering 


Your Electricity Board will be glad to help 
It is entirely automatic, following a predetermined | you to get the utmost value from the available 
cycle, and will heat, quench and harden the work in | power supply. They can advise you on ways 
a matter of seconds. Because it develops the heat in | to increase production by using Electricity 
the work, and nowhere else, it is quick and efficient. | to greater advantage — on methods which 
And because it takes place in the production line | may save time and money, materials and 
and can be operated by unskilled labour, it facilitates | coal, and help to reduce load shedding. Ask 
production as no non-electrical system can do. your Electricity Board for advice : it is at 
your disposal at any time. 


Electricity for PRODUCTIVITY © 
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SAVE me, seace 


AND LABOUR with 


B.E.V. Electric 
Trucks 





The D.H.23 (left) is the 
latest addition to our range 
of Fork Trucks 


compact and 


Sturdy, 
extremely 
mobile it can be supplied 
with either solid rubber, 
pneumatic or cushion type 
tyres. It has a speed of 
4-6 miles per hour and will 
lift one ton to a height of 
12 ft. Can also be supplied 





in IS cwe., | and 2 ton 
capacities 


The Elevating Platform Truck (below) 
is designed to handle low platform stillages 
Simple to operate and easy to maintain, 
it has a carrying capacity of | ton and a 
speed of 4-6 miles per hour 


WINGROVE AND ROGERS LTD. 


(DEPT. B/H/E) 


Polar Works, Old Swan, Liverpool, England. Te/. Stoneycroft 2265/6 
and Broadway Court, Broadway, London, S.W.1. Te/. Abbey 2272/3 
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PICK-UP 


A lot of manual !abour is wasted doing 


jobs which can be done more quickly 
and more efficiently by mechanical means. 
This self-emptying shovel specially designed 
by B.V.C. for the removal of hot ash and 
soot in boiler houses is such an example. 
This is but one example of B.V.C.’s modern 
industrial using 


approach to problems 


pneumatic extraction plant 

> 7 >. 
Have you a problem concerning the convey- 
ing, extraction or removal of dust or light 
materials? If so please write us—there is 


aoobligation. 


( eve INDUSTRIAL VACUUM 


CLEANERS 





THE BRITISH VACUUM CLEANER & ENGINEERING CO. LTD 


DEPT. 1, GOBLIN WORKS, LEATHERHEAD, SURREY 
BUSINESS 





kers’ hands and damage to gloves 
from sharp edges are also reduced 

The sheets are stacked between 
adjustable magnetic pole pieces 
The top half-dozen sheets im- 
mediately float upwards and re- 
main suspended. As the top sheet 
is removed so the others rise up 
until the stack is exhausted. Strips 


Magnetic forces hold these steel 
sheets in suspension. 


7ins. in width and blanks 
in diameter can be handled 
device. Stacks may be up 
ns. deep. The magnets and 
pieces are mounted on an 
1luminium base measuring 14ins 
l6ins Since the magnets are 
permanent no electric current o1 
are required 
yuiry Ref. No. F 


MACHINERY 


High-output Capstan 


aistanc 


tor 


ta 


| - TEST 


1a incorporates 
Among 
alr-operated Dar lee 
lich greatly simpli 
rk of the operator. With 
bars are luad 1 quickly 
e-reducing lined guard 
right up to the 
the collet. Th 
mechanis 


wheel which 


ana are fed 
ng po! yn ol 
dd pre-set 

a hana 


for 
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manually or pneumatically 
operated by the same mechanism, 
whatever their type. Twelve for- 
ward and reverse spindle speeds 
can be selected; six feed speeds are 
also available 

Starting. stopping and reversing 
are foot controlled eaving the 
hands free for other operations 
Small variations in bar size do not 
ipset collet grip or impede bar 
feeding Several models of the 
lathe available with collet 
capacities ranging from jins. to 
ldins 

Standard equipment supplied 
with the machine includes: a cap- 
slide with six auto-revolving 
stops; cross slide with hand- 
operated longitudinal travers 
and all electrical equipment in- 
cluding motor, control panel, 
change-pole switches for remot 
control, solenoid brake, etc 


Enquiry Ref. No. F 


are 


+ 
stan 


Air-Cooled Diesel 


{UITABLE for a \ 
s dustria applicatk 


Dixo J.D.4 


Single-cylinder diesel has many 
industrial uses. 


yirnadel 


L90lb com} lete 


1les¢ engin 
it develops 3.5 h.p 
at 1,000 r.p.m The speer ange 
1s from 9500 to 1,300 r.p.m A cen 
triluga governo! controls the 


speed ana 1 ted n tf rank 


Easily seen here 
the 
lines of the new 


are clean 

lathe and the air 

bar-feed mech- 
anism. 


Weighing 


shaft and operates the pump con- 
trols 

Starting is achieved by hand 
turning of the crankshaft; rotation 
can be arranged left to right o1 
rice versa 

The piston is made of 
grade cast iron and the main bear 
ings are phosphor bronze 


Enqu ry Ref. No 


special! 


F.11/4 


Sheet Shaper 


ij EMOVING | and 
led pressed or 


and fal 


dent 
beaten 


ICK1e>s 














Sheet metal fabrication is this 


machine's province. 


LIGHTING EQUIPMENT 


High Light 


prac: RIES 
crane WD 
rk aircratlt 
prem where 





a new twin-source lighting unit with a double rope. Control can 

valuable. Using a combination of be either from above or belo\ 

high pressure mercury vapour An iimportant feature of th 

and tungsten filament lamps th Mighty Hoist is its extra brake 

unit gives the necessary intensit which is useful for lowering coping 

of illumination when mounted in stones, etc., into position and 

the roof ot a high bay or ork- dismantling work 

shop Enquiry Ref. No. F.11/7 
Two sizes are available I 

first has a 1,000-watt tungsten 


a 400-watt mercury vapour lamp; PORTABLE POWER TOOLS 

the second is fitted with a 500-watt 

tungsten and a 250-watt mercury 

vpour lamp. The blending of the 

light from these two sources en- 

sures illuminati f a reasonab] 
, 


colour 


Smooth Worker 
{MOOTHING evelling, cham- 
fering, rounding et f 
materials such as wood and glass 
an be carriea out Dy the Selecta 
anding machine in a fraction ot 


MECHANICAL HANDLING sp time required for hand finish 


7 anding belt is carried on Helps you to save fuel. 
Bricklaver’s Mate rubber-covered rollers and stretc! 
AG ing of the belt (which’ measur off when the temperature 
\ ANY building firms still rel etin Dy sins.) Is automatically above a pre-set maximum 
4 on labourers carrying hods t aken up during An adjusting 4 simple and inexpen 
accep the arta klayers and mason : “ want 7 — F commen strument that can be used t 
supplied riage —.. oe Se te Se Gees Gas job is the Hurseal room thermo 
A simple hoist operated b) meter. Working on a positive bi 
metallic principle. the instrument 
operates between 30 and 110 degs 
Fahrenheit A movable _ dial 
clearly indicates the temperature 
required The metal and plasti 
cas of the unit is small, neat and 


~ 





electric motor or petrol engine } 
claimed to do the work of three 
labourers twice a fast The 
Mighty Hoist can be adapted for 
number of operation such a 
hoisting bricks and mortar in 
buckets. and hoisting and lowering 
lintels, coping stones. ete... int unobtrusive 
position. A swinging jib can also & E 
be incorporated; this clips on a 
scatfolding pole and enables load 
tu be swung up over the scaffold- 
ing to the men on the job 
Foolproct in operation and | | IGH 
— can att co a yey co ag Smooth in looks and operation. nie 4 ing 
single rope arrangement or 4 ewt pie egy : pagal 
and a finger-tip control makes fo eet urna eee take ~ ith e 
ease of belt changing. new disappearing Niament, optica 
There are no projections on the pyrometer . Designed pOerly vy 
ight-alloy motor housing to “hold the National I hysi ‘al Laboratory 
o9 4 : ; and the British Iron and Stee! 
off” the belt from the corners « Resean re Pr sc : 
en eames Forced drausht ven- Research Assox lation the instru- 
tilation keeps the 3 h.p. universa ment uses a null bridge measuring 
motor cool; a trigger-type on/of! system that gives a threefold gain 
switch is fitted All drives are ene 
totally enclosed and bearings have 
special grease seals to exclude 
wood-dust, etc A dust collectin 


exhaust unit can be supplied as an 


a a —_— 
extra 
1 is 
in the Jf 


Takes Temperatures 








LY accurate direct read- 
of the temperature ol 


} 
acdiating bodies .g.. elec 


Two scales are available for 
temperature ranges of 800-1,250 
deg. and 1.100-1.900 deg. cent 


Overall L7* { the Selects 
by 14hins. by 64ins. and 
weighs 14!b : 
Enquiry Ref. No. F.11/8 | 
| 
{ 





NSTRUMENTS 


Too Hot? 


( IONSIDERABLE economies ol 
f can | effected if offices 
worksho] are fitted I 
Does the work of three labourers hermon ‘rand a “fue 
—at twice the speed. pointed switch the heating Gives visual heat readings. 
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STS 
Aaa 


A 


VAN 











VEHICLE FOR 
EVERY JOB 


-and built 
for the job! 











Cteanen nena 














The Morris-Commer 
cial range not only 
covers most transport 
eeds but each vehicle 
has been designed, 
alter a careful study 
of its  owner’s re 
quirements, down to 
the smallest detail 
They have in common 

stamina that stands 
up to the toughest con- 
ditions of work and a 
reliability that keeps 
them earning longer yy 
than most others 


Morris-Commercial 
vehicles need the least 
service because they get tke 
best! A nation-wide net 
work of accredited service 
stations provides a compre- 
hensive supply of replace- 
ment units, spares and 
maintenance by factory 
trained mechanics — a 
service unsurpassed by any 
organisation in the country 


MORRIS ( iM I I I \ 1 
Oversea Busi t l j for P a 
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grade. Operation is simple; there 
is only a single control knob 
Weighing but 24lb., the 

meter is self-contained except for 
the small dry battery which can 
easily be carried in the pocket 
Compensation for drops in battery 
voltage is automatic 

Enquiry Ref. No. F.11/10 


GENERAL EQUIPMENT 


Ups and Downs 
tet for a host of 


the factory is the Rise and 
Fall table For instance, it may 
be used for transferring dies and 
from racks to machines, fo1 
transporting components between 
machines, or for loading or unload 
ing trucks 


ODS 


tools 


pyro- 


crank handle 
operates the Acme form adjusting 
screws which vary the height of 
the table top between 2ft. 8ins. and 
sft. 4ins 

Two fixed and two swivelling 
castors enable the table to be 
moved freely. The device measures 
2ft. Yins. long by Ift. 9ins. wide 
and is robustly constructed of 
welded sheet steel 


Enquiry Ref. No. F.11/11. 


Turning the 


Tough Flooring 


qV SPECIALLY suitable for floor- 
4 ing chemical and food fac- 
canteen kitchens, labora- 
tories, etc.. are the new Sankey 
bulf coloured tiles Apart from 
their acid, alkali and waterproof 
qualities the tiles ire highly 


tories, 


Transferring 
press-tools from 
racks to machines 
is simple with this 
device. 


vitrified and therefore long- 
wearing They have a non-slip 
pery surface and their colour 

makes them light reflecting 
Two types are available: one is 
Zin.. whilst the other is l4ins. in 
thickness. Other dimensions are 
42ins. wide by almost 10ins. long 
Enquiry Ref. No. F.11/12 


PAINTS & FINISHES 


Water Colours 


\ YALL paint that has several 

unusual properties that make 
it very suitable for 
offices, fact 
trade named Pastello. 

Its great advantages over 
ordinary oil-bound paint are that 
it can be thinned with water, it 
dries quickly (two or more coats 
can be applied in an eight-hour 
day) and it leaves no smell. Thus 
a canteen or office can be re- 
painted during a single night and 
is ready for use again in the morn 
ing 

Although Pastello paint is 
thinned with water, it is not a dis- 
temper and once it hardens it is in- 
soluble and can in fact be washed 
It may be applied over distemper 
paint, cement, plaster or creosote 
Twenty shades are available 


Enquiry Ref. No. F 


canteens, 
ries, shops, etc., is 
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Sole Importers and Distributors for the 


United Kingdom 


of 


Gehl Forage Harvester Equipment 


and 


Waukesha Industrial Engines 


all types 


and 


Wisconsin Engines all types 


Adequate service and spares available to users 


POWER UNITS & EQUIPMENT 


STANDBROOK HOUSE, 


2-5, 
LONDON, W.1I. 


OLD BOND STREET, 
CABLES: POTTERLIN, LONDON 


BUSINESS 











Jays the Book keener. ° 


Siemens ‘SIERAY' Fluorescent Lighting has made 
all the difference. ‘SIERAY’ lamps with ‘SIERAY’ 
fittings give better light for half the consumption 


of current. You can choose from a wide range of 
attractive designs for your office, store, factory or 
board-room. Fully descriptive leaflet on request. 


lIEMEN 


‘ cal 


FLUORESCENT LAMPS 
AND FITTINGS 


SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED 
38/39, Upper Thames Street, London, E.C.4 


Branches in principal cities 
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MANAGING 
DIRECTOR 


MANAGEMENT 
MATERIALS 
MEN AND MACHINES 


All progress swiftly and economically towards a 
planned result 


WwiTH 


CO-ORDINATED CONTROL 


\ 
| WHICH 


PNEUMATIC CARRIER TUBES 


accelerate methods and paper work Direct and 

speedy transport of documents, cost cards, invoices, 

etc. is always possible when using LAMSON 
SYSTEMS 


PLANNING 
Further inform- 


ation on how this 
can be achieved 
is available from 


Dept. “D 


LAMSON ENGINEERING Co., Ltd. 
HYTHE ROAD, WILLESDEN, LONDON, N.W.10 


Te LADbroke 2424 Grams Kelyw Harles, | 





— 
nan 


oe oe oe oe oe oe oe 


Guinness Time? ' 


Leena wee eee ee ee eee d 


Any time is Guinness time - 

so we are told 

but then — 

Guinness time is always the RIGHT time. 
At the Brewery 

(where they put in the Guinness smile) 
and at other famous places 

(like Piccadilly Circus), 

where Guinness time is on view 

to so many Guinness drinkers, 
accurate time is appreciated 


almost as much as a Guinness itself! 


Surely we are all agreed “Guinness is good for you ”’ 


and that it would be very wise to do as Guinness do — inctall 


GENTS 


OF LEICESTER 


Controlled Electric Clock Systems 


Our illustrated Booklet, ‘Gents’ Pul-syn-etic Electric Clock 
Systems’’, will be forwarded on request 


GENT & CO. LTD. - FARADAY WORKS LEICESTER 


47 Victoria St. London, 8.W.1. Leazes Park Road, Neweastle-on-Tyne, 1 
Winchester House, Victoria Sq., Birmingham, 2. 20 Blythswood St 


Glasgow, ¢ 


Vakers of Electrical Products 7 1872 


STRIKINGLY 
ATTRACTIVE 


REASONABLY 
PRICED 


EFFICIENT 





The Finest Edition of the New Flexible 
ALUMINIUM VENETIAN BLIND 
Streamlined, All Metal, in Many Colours for Offices and Factories 
Just pin this to your notepaper, for a sample slat 
** Britain's Leading Blindmakers “’ 


J. AVERY & CO., (§3,) LTD. 


81, GREAT PORTLAND STREET, LONDON, W.!. Museum 9237 


Can YOU. whilst 
phoning 
1 Beaters 


ition 


alee away  ] 


2e 
Fj. ge emake ? 
Cy: 








free 


LET —— 
, ene 
ary 


‘YOU COULD IF 
YOU USED THE 


AD Write for free 
Demonstration to 


Dept. B.7. 


FONADEK (Branson) Ltd., VIVIAN RD., BinminGHAM !7 
Telephone Harborne 0980 
London office: Princess House, East Castle Street, W.!. Tel: MUSeum 940! 


BUSINESS 


| IT SPEAKS OR ITSELF 
| 





No?... then you can't know just how easily 
your voice can cover a block of offices—or a 
whole factory—when speed of action is wanted. 
Investigate these HADLEY products—NOW! 


Above: The HADLEY Multicom—the only 
intercommunication system of its kind giving 
loud-speaking conversation between al/ points 
Write for leafler MC/B. 


Below: The HADLEY Industrial Sound System 
for staff location, music and time signals. 
Write for leaflet ISU/B. 


Both equipments supplied on rental terms—or cutright 
purchase 


HADLEY SOUND EQUIPMENTS LTD. 


Head office CAPE HILL, SMETHWICK, 40, STAFFS. 
& Works: Tel: SMEthwick 0977 Grams: “Locator” 


London Office Kent House, 87, Regent St., London, 
& Showrooms: W.1. Telephone: REGent 2689. 





Vetro Personal Home File 
he!ps you to do your home- 
work. It is so much easier 
to decide which bills need 
not be paid if they are in 
perfect order The Vetro 
Personal File is made of 
steel with smart grey 
hammer finish. It is supp- 
lied with 15 Suspension 
Filing Folders, indexed as 


follows :— 
j 
BANKING BUILDING SOCIETY CAR yj 1D /JQy / 
EXPENSES GARDENING HOLIDAYS TYPES YT) 7] 
HOUSE REPAIRS * HOUSEHOLD ACCOUNTS YL | 
INCOME TAX ° INSURANCES * INVESTMENTS 
LEGAL MEDICAL MISCELLANEOUS HOME FILE 
SCHOOL . 
— 7 Price 85/3d. (including P.T.) 


Supplies obtainable through Stationery, Printing and Office Equipment Trades only 





PERCY JONES (Twin ck) LTD 37 CHANCERY LANE LONDON w.c.2 Tel CHAncery 8971 
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"Cut Costs 


BUY YOUR 


TOILET 
ROLLS 


DIRECT FROM 
THE MAKERS 


TOILETjROLLS 
OF HIGH QUALITY 
IN ANY WEIGHT si 
ORIES, INSTITUTIONS 


FACT 
ALS, HOTELS, ETC: 


HOSPIT 


CUT costs 


ity rates 


; uant 
* Special 9 request. 


and samples 0” 


HUNT & COLLEYS LTD. 


HUCKNALL RD. NOTTINGHAM PHONE : 61088/9 








KWICK-DRY 


IMPROVED SUPER SOFT 


PAPER TOWELS 


do not disintegrate 
For OFFICE, FACTORY and CANTEEN 


These BETTER quality towels REALLY DRY and are 
CHEAPEST IN THE LONG RUN because, released 
ONE AT A PULL from the cabinet, there is 
NO WASTE. 


KWICK-DRY PAPER TOWELS 

Cut your towel losses 

Cut your laundry bills 

Cut time waste 

Offer a fresh, cream shade towel for 
every occasion 

Remove infection dangers of the old 
communal towel 

Are stronger wet than dry and do 
not disintegrate 

Conform to !937 Factory Act. 


CUT COSTS BE MODERN 


install 


KWICK-DRY de luxe 
AUTOMATIC CONTROL 


CABINETS 


KWICK-DRY TOWELS are also 
supplied flat-interfolded in packets 


Full details on application to Towel Dept 
Freeder Brothers Paper Mills 
BRIMSDOWN, ENFIELD, MIDDLESEX. 


Tel : HOWard 1847 (5 lines). Grams : Sy/kocrepe Enfield 
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Young workers doing repeti- 
tive jobs are often those who 
were unable to qualify for 
secondary education. Once in 
the factory the learning they 
acquired at school begins to 
disappear and some of them 
lapse into a state of semi- 
literacy. An imaginative solu- 
tion to this problem has been 
found in Bermondsey, where 
responsible employers took 
the initiative in setting up a 
day college providing “ in- 
between ’”’ education. This 
also helps to bridge the gap 


between school and industry. 


\ FEW months ago a 
4 working for one of 
factories in the Bermondsey 
trict of London w 
superior and said, “ 
want to get on I shall 
to write. Can 
ould hardly si 

This kind of t 
to Bermondsey it happens all 
over the country The difference 
is that Bermondsey 
helped by the L.C.C 
something about it. Their answer 
to the problem is a day college for 
young workers which keeps alive 
the learning 
and adds to it subjects designed to 
appeal to young adults 

Most children in the district 
attend Those who 
fail to qualify for a secondary 
grammar or secondary technical 
education, or do not reach the 
top classes in secondary modern 
take van boys 
and repetition workers with local 
firms These young people are 
in the early days of adolescence 
and provide a problem to respon- 
sible employers. And the 
they acquire at school begins to 
disappear and some of them 
into a state of semi-literacy 

The day experiment 
began at a ig of the local 
Employment Committee Em- 
ployers and trade union 
tatives 
lems 
when someone pointed out that the 
1944 Education Act provided for 
the compulsory establishment of 
lleges for one-day-a-week 

The scheme 


have t 

you he lp me?’ 
gn his name 

I 


ng is not pecullal 


employers 


nave aone 


acquired at schoo] 


] 5) } } 
10Cal SCNOOIsS 


schools, jobs as 


rning 
Ca L Tiitip 


apse 


17 
college 
meeting of 
represen- 
prot - 


semi-literacy 


were discussing the 


arising irom 


county ¢ 


education had been 
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Bridging the Gap 


Between School and 


Industry 


By BRIAN CUMMINGS 


postponed owing t 
b 


teachers and 


Was no reason \V vy they ou 
something of their ‘ 
“Better t do the job ourselves When 
than be thrust into it by at > proached the were 
Thus ran the argument, and it cal sympathetic to the 
ried the day ( 


not start own b 


project Ac 
ommodation was found in a large 
19th century building in Westor 
Street whicn 
infants’ sch 


First Moves 


upport stitute 

and E. Atkinson, Ltd equipment 
Crosse and Blackwell, Ltd... Wm 
P. Hartley, Ltd.. Metal Box Co 
Ltd., Peek Frean and Co., Ltd 
W. S. Shuttleworth and Co 
Another firm, John Feaver, 
offered canteen facilities to financial responsibility for 
the problem of providing mid-day 
meals Tentative arrangements 
were made for young 


Various firms promised 


including J 


arrangements were made 
college to be run by Mr. F. L 
who is principal of the large and 
flourishing South-East London Da 
College The FF oe & assumed 
every 
thing except the mid-day meals 
Mr. Fox was one those wh 


ana 


reieasing Continued on next page 


Measuring up is a pleasant way of doing arithmetic. 








the for concen- 
education for citizen- 
ship, rather than vocational train- 
ing (secretarial commercia 

technical, eic.) or training in a par- 
ticular operation. “If at the 
of his time at the Jermondsey 
college, a boy reads one or two 
newspapers of merely 
strip cartoon, then 
worth while,’ 


empnasized 
trating 


needa 


on 


ena 


instead 
the 
has been 


glancing at 
my work 
he said 


“Live™ Approach... 


(Striking confirmation of the 
need for this type of education 
can be found in the edition 
of the Hulton Readership Survey 
which shows that 20.2 per cent. of 
the whole populat 16 
over read no national morning 
paper, and 11.1 per cent. read no 
newspaper at all. Apart from this 
there is a general trend away fron 
the more serious factual 
papers in favour of thi with a 
rather lighter touch. Even among 
magazine readers, there is 
from political and 
features towards fiction and enter- 
tainment material! ) 

Teachers and employers in Ber- 
mondsey have quick to 


latest 


ion aged and 


} 
+ 


news- 


se 


a swing 


away social 


been 


tively 


that the 


Pride and comradeship through physical fitness. 


rate of loss ol 


carning among adolescents is rela- 


r 


ry 


ricuium 


+ 


high 
Things 


Yet this need not be 


taught at school can 


brought to life and fixed in the 


ind by 


interests 


arkKat 


udies 


ri 


appealing to “grown up’ 
This explains the re- 
flexibility of the cur- 
which includes 
discussion 


" 
soclai 


groups, a 


session everyday 
al train 
sonal hygiene, and 
“elective” subject 
Always the approacn 1s “live 
The social studies heading enables 
staff to u 
means of 
Sti may 


‘once 


ig and 
a 


per- 


o-calied 


se any subject as a 
English 
on a book 


Eyre.” a filn 


teaching 
idents WOrkK 
if 


was “Jane 








Automatic 


SANITARY 
TOWEL 
MACHINES 


Essential Equipment 
in every 


FACTORY 
OFFICE BUILDING 
LAUNDRY etc. 


where women 
are employed 


Continuity of Towel 
Supply guaranteed. 


Viachine llustrated dispenses 
“Dr. Whites” well-known brand 
of Cotton-wool towel. Other 
makes available. The price of 
these towels has recently 
been reduced. 


refills 


LAMBART 


2 Cadogan Place, London, S.W.| 





We can gtve immediate delivery of both machine and 
Particulars on request from:— 


& SMYTH LTD. 


Tel.: SLOane 7629. 


RIGMEL SHRUNK 
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BIB & BRACE 
OVERALLS 


APRONS, etc., 
for MEN and 
WOMEN, 
COATS, 
JACKETS. 


Write for PRICES ana PATTERNS 


H. WHEELER & COMPANY LTD. 


107 London Road, Plaistow, London, E.13 
Phone : GRAngewood 407! (5 lines) 
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version of whicn wi ippearing at 
the local inema) r wv 
account of a visit to some place ol 
historic or artistic interest. Every- 
day arithmetic may be taught | 
inviting girls to “furnish a house 
This means measuring the rooms 
checking the prices of linoleum 
etc., in local shops, and doing a 
few simple calculations 


rite an 


. . . Practical Interest 


The elective subjects have ar 
immediate practical interest. Girls 


choose between needlework and 
‘ 


dressmaking, then make clothes of 

their own choosing These thes 

can buy for the cost 

material Boys choose 

work in wood, metal or pli 

thereby learning hobbies and Peace and quiet for reading may be impossible at home. 

skills that are useful in the house 

The discussion groups and library a social consciousness,” said M1 chool to work, a_ period 
sessions, on the other hand, are Fox. “Yet,” he emphasized, “we may otherwise prove very 
designed to encourage boys and do not try to make the young indeed When you are 

girls to read and to develop argu- people think they are something of age it is no joke to be 

ments for themselves and be bigger than they really are, since from the relatively shelter 
critical of views expressed by this would in the end lead only t of home and school (where 
others. Thus girls and boys gain their unhappiness.” pent six hours a day) int 

in self-confidence and ability to Indeed the college serves a nun repetitive job carried on for 38 
express themselves. “They take a ber of purposes. It stops the rot hours a week in the competitive 
more intelligent interest in what of semi-literacy, but more than and distinctly “grown up” atmo 


goes on around them and acquire that it eases the transition from Continued on page 124 


PETERS 


SANITARY TOWEL 
VENDING 
MACHINES 








provide these 


advantages 


@ A mechanism that can be 
Dermatitis, production’s greatest enemy, can soon put adjusted to operate on any 
the best hands out of action. Where industrial irritants number of coins 
—chemicals, oils, spirits, antiseptics and other skin irri- 


. \ choice of brands—solublk 
tants—are being constantly handled, Rozalex is essenual. 
ae and non-solubk 

It creates a barrier against dermatitis. There is a type 

for every trade. Send for free sample and leaflet “The | @ An assurance of unlimited 
Skin in Industry” to Rozalex Ltd., 10 Norfolk Street, supplies. 


Manchester, 2. 


Par fau'ars from 


PETER’S AUTOMATIC MACHINES LTD. 
| LADBROKE ROAD, LONDON, W.II. 
Telephone: PARK 7608 


DERMATITIS BARRIER PREPARATIONS 


NOVEMBER, 1952 











Bartlett 
STERLING FOOD 
SERVIGE TROLLEY 


























“a> 
a) 


Hot Meals— if the 

Kitchen is remote 
from the service point can be a real problem—whether for Hospital Wards, 
Institutions, Schools or Holiday Camps. The Bartlett Sterling Electric Trolley 
can be connected up while meals are being loaded and also at the service 
point. HOT MEALS FOR ALL IS THE RESULT. 


Bartlett Cooking and Food Service Equipment—Famous since 1832 


G.F.E.BBARTLETT &SON LTD 


BELL STREET, LONDON, N.W.1. Telephone PADDINGTON 8222 S.B. 35 
BIRMINGHAM: 12, Whitmore Road. Tel. Victoria1615 MANCHESTER: 530, Stretford Road. Tel. Trafford Park 0288 
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CANTEEN AND CATERING | 


The Finance of Industrial Catering—6. 
7 ten) 





The number of meals served 
cement in canteens continues to rise. 
= In 1944 the figure was 55 
R : and millions per week ; in 1950 it 
BP i . 7 was 58.6 million. In this the 
| “Sse n tials W ill Cut last of her series of articles on 
the finance of industrial cater- 

( : t C i ing, Winifred McCullough 
‘ .r= points out that the only way to 
an een OS be) cut costs is to produce and 
publicize a top management 

By WINIFRED McCULLOUGH ho. 
vice, buying equipment and 


staff. 


These Mana 


Senior Canteen Adviser, Industrial Welfare Society 


| URING the past few mont} 
I have been examining major und what prices to pay 

problems of canteen management make a difference of 15 per cent 
that require the attention of top M gross profit. But this kind 
executives. These include man- buying implies planning the menu 
wement of the storeroom, price at 
policy, staff requirements § and 
sales I have posed a series ol 
juestions which directors should 
ask themselves in order to clarify 
catering policy and decide upon 
the most efficient means by which 
it should be implemented 


Knowing what to buy. ho 


east a week ahead and 
should be a month. For this pu: 
pose, the canteen manager need 
certain facts: the number, age, sex 
type of employment and spending 
power ol he customers: also the 
length of meal breaks and loca 
buying habits. Then he must ba 
To summarize all the arguments a ance his purchases in such a wa} 
is no easy task, and I want to make that full advantage is 
it clear that the arguments and j ; bulk prices without overloadin; 
juestions put forward should not the stores, endeavouring at the 


taken ol 


ri? 


ve applied summarily to any can- same time to buy in units that st 
teen, regardless of size and loca- the type of trade done 

tion. Industrial canteens are set of milk, bread, flour and 
ip for all kinds of different pur- should be considered just as care 


poses: some are put into operation ae l s that of more expensivs 
= F piety Winifred McCullough 
is a welfare amenity, no more, no \ ss trequently used commod! 


Purcha 
potatot 


+ 


less; others as an aid to produ‘ should be taken of the economic ties 
tivity Let us now retrace the of buying food, bearing in mind The condition of the stores in 
arguments and policies, using the that the food in an ordinary can- which the goods will be retained 
eadings of previous articles in the teen dinner of meat and two vege- also important if waste is to he 
eries tables costs at least lld., whilst the avoided Stores must be clean 
Canteen Policy Every canteen labour required to produce this dry and well equipped with shelve 
requires a realistic cost policy dinner will probably cost not less and stillage They must 
The director or top executive who than 6d. The difference between capable of protection from al 
is administrative:iy responsible for ls. 5d. (probable cost of the whole tvpes of pests They must be kep 
the canteen should understand meal) and ls. (probable selling locked, and one or two person 
this policy and make sure that it is price) has to be made up some nly should be given authority 
also understood by the canteen how, and top management de- make withdrawals Clearly w 
manager and the canteen com-_ cisions are necessary on how to _ ten cost records are important 
mittee. Boards of management bridge the gap—by subsidy \ they should be kept up-to-dat 
must make an early decision con- selling 20 cups of tea at 14d. for Empties should be returned 
cerning the purpose for which the every dinner sold, by building up credited as quickly as_ pos 


si 
‘anteen is being established, for cigarette sales, ice-cream sales Finally. stocks should be issue 


i on 
different arrangements will have cake sales, or snack bar trade. To requisition only, and the requisi 


© 


+ 


to be made if the canteen is to be cover all direct costs, including tion forms themselve checked 
run as a catering establishment food. labour, fuel, light, laundry with the materials left in the store 

pure and simple, a welfare’ and so on, every Is. spent on raw The New Canteen Problen 

amenity, an aid to production, or a materials must bring in at least 2s which have been mentioned so 


ombination of all three. Account Buuing. Storage and Stock Con- need to e onsidered 
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boards, even il their canteens have 
been in operation for many year 

The firm that considers setting up 
a new canteen has, however. a 
whole new range of questions tu 
answer. For the cost of building 
and equipping a canteen may be as 
little as £40 for every seat in the 
dining room, or as much as £250 
To some extent high first costs 
mean low running costs Never- 
theless, the luxury canteen is not 
always the easiest and most econo- 
mical to run. 


Space Required 


The first and most obvious pro- 
lem is to choose the site that is 
‘onvenient for the greatest num- 
ber of potential customers. This 
should be big enough for the job 
the canteen is expected to do. It 
is usually advisable to allow not 
less than 12ft. per person of dining 
room space, 5ft. per person of kit 
hen space, and 2ft. per person for 
stores, cloakroom, manager's oifice 
etc. 

Building 
tant 


materials are 
they will 
future activities For example 
kitchen floors should be made ot 
materials that are impervious te 
grease, acids, gritty dusts, etc., and 
sinks should be sloped and drained 
in such a way that swabbing dowr 
and drying can be done with reia 
tive ease. At least 44ft. of kitchen 
walls should be given a coating 
high gloss paint 


impor 


because condition 


The choice of equipment should 
be conditioned by and 
the selection of ovens boilers. 
ranges, mixers and the like made 
with an eve to space and layout 
Good siting is essential, otherwise 
it will be impossible to arrange a 

run fron 


good sense 


clear reception to pre- 
paration from preparation § to 
cooking, and from cooking to ser- 
vice. A day-long supply of reall, 
hot water is most important, for in 
one way or another every cus- 
tomer will need half a pint of boil- 
ing water during each meal break 

Finally, customers’ spending 
should be carefully analyzed 
Nowadays, about one employee in 
three eats a canteen dinner. Few 
married men spend in the canteen 
more than Is. a week of every £1 
they earn, but a single man may 
spend up to 2s. 6d. in the £. These 
sums include tea, cakes, ices and 
other sundries. Single girls in 
well-paid industries usually spend 


not sv 
6d. and 


who are 
weil off spend between Is 

Staff. The canteen is over- 
staifed if there are more than five 
full-time workers for every 100 
Plus 300 snacks’ and 
beverages served, or if the labow 
cost is more than 45 per cent. o! 
turnover The canteen is under 
staffed if fewer than three full 
time workers are allowed fo: 
every 100 dinners, plus 300 snacks 
and beverages served; it is also 
under-staffed if the percen 
than 25 per cent. of 


ibout 2s.; those 


wage 
tage is less 
turnover 
The signs and symptoms of ove! 
staffing are pretty obvious and wi 
potted by any competen 
Here are a few re 
minders: talking, smoking and 
standing about during working 
time; jobs done by hand when the 
appropriate machine is available 
and in good order; jobs done in a 
laborious way when a quicker 
method is known and can be put 
The tendency 0 


soon be 
manager 


Into etfect l 
paper work to multiply out of pro 
portion to the amount of turnove 
handled is also an indication 
Evidence of bad organization « 
staff includes: (1) cooks scrubbins 
floors or peeling potatoes, or 
ing at the counter, while bought 
cakes and pies are on 
Counter-hands leaving their posts 
during service to obtain supplies 
from the kitchen (3) Frequent 
disagreements about responsibili 
ties for particular jobs 
Sales 


anteen is 


sery 


sale (2) 


Good salesmanship in the 
partly a question 
displaying and serving 
food, and partly a question of good 
physical surroundings and the fit 
ness of premises and food to the 

istomers. The type 
service should be 
needs of the cus 
and the food itself should 
if possible, fit in with local tradi- 
tion and make the best of the limi 
tations of finance and rationing 
Special provisions should be made 
for special needs Dining rooms 
should always be made as bright 
and comfortable as possible, while 
kitchen and staff should look clean 
and wholesome. Imagination in 
buying, planning menus, prepara- 
tion and service, is probably the 
most important factor of all 
Without imagination the canteen 
will be an economic and a mana- 
gerial failure; with it the most 
modest canteen can be made to 
serve its purpose 


skill in 


needs of the ¢ 
and speed of 
geared to the 


tomers 


Final Check List 


CANTEEN POLICY 


Directors who are administra- 
tively responsible for canteens 
should have a financial and service 
policy for the canteen which is 
clearly understood by everybody 
concerned, from the canteen 
manager to the kitchen hands 
This policy should be based on 
precise definitions of the purpose 
for which the canteen is operated. 


BUYING, STORAGE AND 
STOCK CONTROL. 


Knowing what to buy, how much 
to buy and what prices to pay can 
make a difference of 15 per cent. 
to gross profit. But economic 
buying also depends on advance 
planning of menus and detailed 
knowledge of the composition of 
the labour force and the shift 
arrangements in the factory and 
office 


THE NEW CANTEEN. 


Setting up a new canteen may cost 
anything from £40 to £250 per seat 
in the dining room. High first 
costs may mean low running costs 
but it is quite easy to buy too 
much equipment. Make sure that 
purchases are related to space 
available. Provide surfaces that 
are easy to clean. Above all, 
survey your market for canteen 
meals before completing plans 


STAFF. 


The cost of labour should be not 
less than 20 to 25 per cent. and not 
more than 45 per cent. of turn- 
over. A canteen is over-staffed 
if it has more than five full time 
workers for every i00 dinners, 
plus 300 snacks and beverages 
served; it is under-staffed if there 
are fewer than three full time 
workers for the same amount of 
service. 


SALES. 


A canteen must sell, not merely 
offer for sale, and canteen staff 
must be imbued with the idea of 
service. Food must be chosen 
that fits in with local traditions 
and every effort must be made to 
achieve variety in menu planning. 
Cleanliness and comfort in the 
dining room and friendly service 
are more important than elaborate 
furnishings and expensive equip- 
ment. 
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PREVENT INFECTION 
REDUCE ABSENTEES 
CUT YOUR OVERHEADS 


by equipping your washrooms with the 


HARCRAFT 


PAPER TOWEL SYSTEM 


More hygienic than roller towels . . more economical 
than normal paper towels . . and now even better quality 


paper with increased absorbency and wet strength 


Get details of the HARCRAFT installation to meet your needs from 


ar Vitel 7 Vag Sie) > @ fey None Veuge), Baume), ele). BRie (crag, 








PARK YOUR CYCLES Now is the time to consider your 
oo 
tHE ODONI way heating 


(REDG. TRADE MARK) 


With Odoni Patent “ All-Steel”’ 


BICYCLE STANDS = 


7 Types to suit all possible requirements 
Single or Double-Sided Horizontal or Semi-Vertical 


For Indoor and Outdoor use 


THE 
‘SPTRALU XE’ 


(~3 I 1 ern steam Heatit 
TYPE 10 a warmth rapidly, ar tis idea 
DOUBLE SIDED ~ “ot cus, ete. Motor driven 
SEMI -VERTICAL ~ shout the foot 
OUTDOOR 
STAND, BUILT nde pendently promote 
WITH CLOSE SPIRALUNE” is. smartly 
RACK “9 ghed se . — 
ARRANGE- Le 
MENT (CYCLES ; teed for 1 Writ 
AT 12° L_.- i 
= ~ 4 CENTRES) 


Write for fully illustrated leaflet and price list to 


Sole manufacturers and Patentees. . SPI RAL Tu BE 


ALFRED A. ODONI AND CO. LTD., 


— ——"h ’ 
404-5 SALISBURY HOUSE, FINSBURY CIRCUS, Unit Heaters 5 
LONDON, E.C.2 








Tel. No.: (WORKS: LONDON, N.W.) Tel. Add.: SPIRAL TUBE & COMPONENTS CO., LTD 
MONarch 8638-9 Odoni, Ave., Londo, OSMASTON PARK ROAD, DERBY. Tel.: DERBY 4876! (3 lines) 
Head Office: Honeypot Lane, Stanmore, Middlesex 
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30.000 TYPISTS... 


USE “* SECRYTYPE” 
THE LATEST “ SECRYTYPE ” 
DROP-WELL DESK 


is now 40% LESS than 


ordinary dual-purpose desks! 


DESKS! 





Reduced £19 5 0 (tax 

to * : paid) 
Delivered free in London: ¢ f ‘ 

Scotland il ; ‘ 

! ate SeCrveyy | 

I Iva ' t! ¥ ; 

t | " 
1 With th ‘ 3 Size 40in. x 2B8in. 
+ tela ry j — g 
> / 1 
a 4. 

the teh 1 Th 

ts \ li ul ¢ Banks, | \ ‘ \ 
‘ int ‘ i > l iif ort Hatin 

10 days’ free trial! «, send for Hlustrated Folder 1s 
miloDpAYS TRIAL. Wew . i nd refund + rt oc. tur t after 10 davs 
This applies to ir FULL RANGH f «ort Dhesk ined Equipe 


ACT NOW! Your address written across this advertisement will do. 


OSDA LTD. 


‘*Desk Headquarters,”’ 


108 Fulham Palace 
London, W.6. 


Road, 
Tel.: RIV. 6683-4 











Have you seen the 


REPORTER 


FULLY PORTABLE TAPE RECORDER? 
o @ «. 

lcs Big... 
In performance, in value, in its 
advantages to the executive. 


its Small... 


In size, in weight, in cost. 


FOR THE SAF E CONDUCT 


OF YOUR BUSINESS 


Joli is more than a Tough in build— 
safe repository body over 3” thick, 
for your important door 44” thick. 
documents—it is a use- Guaranteed 
ful safe, expertly completely fire | 
designed with seven resistive with 
different adjustable unpickable drill | 
fittings, right heights, proof locking. pa 
sizes and shapes Tested by the British | 
| 


Use it anywhere—completely 
self-contained and portable, 
no electric mains needed. 


Small—only 14 x7 x 64ins., 
no bigger than a shoe box. 


Department of 
Mobile or otherwise. . i. 


Scientific and 
Door opening 270°. Industrial Research 





| ye Light—it weighs, complete, 
only I4lb., yet it has it’s own 
amplifier for immediate 
playback. 


% Economical—operating costs 

are negligible, and one reel of 
tape gives 16 mins. recording 
%* Simple—only two controls. 


Investigate the remarkable Reporter now 
| Made to Measure for Management 


M& LHlayverait.o 


BUSINESS APPLIANCES 


24 ST. STEPHEN'S HOUSE, WESTMINSTER, 
LONDON, S.W.|! 
Telephone : WHitehal! 9618/9 








JOELI SAFE CO. (LONDON) LTD. 
7, York Place, Adelphi, London, W.C.2. 


DELIVERIES EX-STOCK | 
"Phone: Trafaiger 3718 
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CANTEEN EQUIPMENT 


Little Boiler 
DDITIONS have 


A the 


been made t 
ol in- 
which now 
standard models 
Junior and the 
16 and 


Calomaa 


ange 
taneous water boilers 
msists of three 
the Major, tne 
nor, with outputs ( 
per minute at steam 
‘ss of 60lb. per jyuare 
iown to 10ib. per square inch 


. -_ 


M 


4 pnints 


pres- 
Incn 





<n 


A large model 
the Calo- 
max range of 





in 


boilers. 


The Minor is only 18 inches high 


and is specially designed for small 
canteens, tea points and other 
ocations where the demand for 
boiling water is iimited At the 
other end of the scale. and outside 
the range of standard models 
there is a Calomax boiler which 
onerates off high pressure hot 
water systems and from _ high 
pressure steam supplies at pres 
sures of 200lb. per square inch 

A feature of Calomaz boilers 


models is 
automat 


This 


all 
and 
boiling water 
not only increases the speed at 
which tea, etc., can be served, but 
that no stale water is de 
livered or retained in the boiler 


that is common to 
the instantaneous 
discharge of 


ensures 


Calomax boilers are also steam 
operated and therefore indepen- 
dent of gas or electricity 

Enquiry Ref. No. C.10/4 


Double Oven 


R ECENT addition to the cata- 
logue of one manufacturer of 
canteen equipment is a double 
oven range which, though designed 
for the smaller catering establish 
ment, also be 


can used as an 
auxiliary cooking unit in a larger 
kitchen 


The range has a false hob in two 


sections constructed of polished 
mild steel and is equipped with 
12 splash-proof hotplates. These 


are mounted on a drip-proof main 
which 


hob protects all electrical 


BUSINESS 





* UNITS OR COMPLETE SYSTEMS 
DESIGNED FOR THE JOB! 





connections from spillage 
vides adequate drainage fr 
hob top. The interiors of the 
are fitted with sheathed 
elements s arranged th 
give even heating thro 
oven space trom position 
side 


Enquiry Ref. No 


Minor Deluge 


M¢ IDESTLY price da 
4 ing macnine that \ 
less kitchen floor space than 
small refrigerator is the Deluge 
Minor, which will wash all the 
crockery and cutlery for 950 
an hour It washes and 
crockery, cutlery and glas 
one time and is fully at 
operation, requiring only 
and unloading. The washing up 
cycle lasts five minutes. during 
which crockery and cutlery are 
given a thoroughly hygienic treat- 
ment 


Simplicity, strength and design for the job are the factors of success 
of the Kee Klamp system of Tubular Construction. They have 
together solved the handling and storage problems of major industries 
of this country and of thousands of firms throughout the world. 


With Kee Klamps, Storage Racking, 
Pallet Stands, Machine Guards . . . o1 
Work Trollies, designed by us to meet JUST 





Measuring only 25ins. square t 
sft. 5ins. high, the equipment in- 
cludes a special rack for plate " : ; 
cutlery. cups, glasses. ete a re ly. CaSUV, Wilh vour lahow or wilh ours 


gi 


vour requirements, can be built quick- ; 
TIGHTEN 


movable scrap tray, dial thermo- Investigate the possibilities of — this THE 
meter. pilot light age iten an system to your business—advice and GRUB 
yush button starter he finis! 4 

acc Beta deen teal . full details freely available from th 
rustless metal sprayed interior and 
white enamelled exterior with Service Department of 


cH operation is high preskure et. | Phe Geo. H. GASCOIGNE CO. LTD. 
ting by a revolving wash arm 507 Gascoigne House, Reading, Berks. Tel: Reading 4831/2/3 
Enquiry Ref. No. C.10/6. ! 
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BRIDGING THE GAP 


Continued from page 117 


Wherever there's 


— S~efZ Ze sphere of a factory The day col- 
p — 4 


7 ege provides a break in routine 





without giving self-conscious 


= SY S == youngsters the idea that they are 
soiling back to school. This break 


SS also helps to maintain production 
YZ | It is difficult, and perhaps un- 
y , 
| desirable to distinguish between 
1} : } advantages to the child and ad- 
vere’s need for 4 «« vantages to the firms that helped 
tc launch the college. Miss D. M 
Marvell, of Peek Frean’s personnel 
cousti-Boot on no 
lepartment, and Mr. R. W. Cox 
iver ft : 1e] anage ‘rosse and 
Ever telt awkwara on the personne! manager of Crosse anc 
telephone—unable to catch > . y ’ 
client’s name or what ant Blackwe Ltd., listed five advan- 
eat pA bw i tages to their firms which might 
ail the time you knew that ust as well be applied to he 
the “bad lin (the excuse 4 . ont s P » es ; 
you probably made for your voung people themselves 
poor telephone reception) j 
was caused by noise dis- 
irbance at your end. 


ag go ay ll FR ' Five Advantages 
BURGESS ACOUSTI-BOOTH. Experi- ’ 
ence the relief of being able to phone 
pg A (1) Those who attend the col- 
ee as ae SS ee ege improve in character and per- 
sonality They acquire a broader 
itlook, become steadier and seen 
a little more courteous The 
begin to grow up. (2) # OV OI 
e girl who is proving difficult at 
work can be cross-checked against 
the day college background. This 
sometimes reveals explanations 
that would otherwise remain 
hidden (3) The mid-session and 
sessional reports provide some in- 
dication of capability and help in 
the selection of young people for 
future promotion or special jobs 
(4) Children generally gain in con- 
fidence and ability to express 
themselves (5) They pay more 
ittention to hygiene 

Attendance at the college is ex- 
— “— = pected rather than required, and 
ONE OF THE of course support by firms is 
eae see ee ea voluntary. The number of boys 
MANY FINE DESKS and girls going to Weston Street 
- : each Wednesday varies between 
MADE BY 40 and 50. If more were found the 
SAVES STENCILS college could open two days a 
week, thereby enabling firms to 

Stencils are usually discarded after a single H. CAPLAN (Furniture) LTD spread the load among their 
St See Se eee ones. See Ge Bee juveniles. This will certainly hap- 
os A em a Boe Fg. «| nae The 4! PAUL STREET pen if the doubters follow the 
used stencil is always accessible, found at a LONDON - E.C.2 example of the firm that sent a 
Ce ene ee SEN Phone: CLErkenwell 4532 | team of managers and men to in- 
nish. Each of the six draw rain — nae shell vestigate the college and decide for 
grey holds 25 stencils on separate frames pre P themselves whether it was doing 
permanently in a trans; arent not stick wrapper. —and sold by Lan a worthwhile job 


Single drawer units available 
Full particulars from all the leading { «(| ) The team arrived in Weston 
ELTRAY FILING SYSTEM LTD. office furnishers Street without warning Some of 


10 Suteanhnm Maws Wt and furniture stores the members were dubious, but 
Telephone: LANgham 2226 they went away convinced of the 
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at 


Warming up for team games. 


value of the work that was being 
done The following paragraphs 
are taken from their report 

“There is no doubt that the work 
oft the college has a high social 
value and exerts a_ thoroughly 
sound influence on the students 
during a very important period of 
their lives The _ self-discipline 
which is encouraged is, in itself, a 
major reason for the success of 
the college and coupled with the 
cultural and practical pursuits the 
college is doing all it can to de- 
velop the ‘whole personality’ of its 
boy and girl students 





Convinced At Last 


“Your committee were very 
much impressed by what they 
saw and learnt and are unanimous 
that the scheme is worthy of the 
utmost support It is therefore 
hoped that members will do their 
utmost to make known as widely Totally self-contain- 
as possible the work of the college ed with lamp batters 
and that all adult employees will, and charger in one 

. case ( ompictety 
in every way, encourage their eutoneati “tee 
juvenile colleagues to take advan- kept fully charged Fortunately you can completely eliminate the risk 
tage of the facilities offered. Par- from the mains 
ticipation is quite voluntary, but Renewal of mains 
obviously full benefit can only be supply after failure one or more G.E.C. Emergency Lighting Sets at 
acquired if the full course is immediately resumes 
taken.” charging. Operates 
pea on 100/120v Ad You can then forget your fear of power failure from 
It is hardly necessary to add or 2001250) 
that the visitors were not blinded supplies of 60/100 whatever cause. Whenever the mains go off these 


A sudden blackout is always inconvenient, sometimes 


dangerous and possibly fatal 
of damage or danger from light failure by installing 


Strategic points. 


by the glamour of their surround- cveles Each unit G.E.C 
ings Weston Street is all of a lights one or two 6\ 
piece with the rest of Bermondsey lamps up to a maxi- 
Superficially it is grim and un- mum of 60 moment of breakdown and for anything from 1} 
smiling Beneath the surface to $3 
however, there is plenty of spirit. | 
And in this kind of venture, spirit 

| 


Emergency Lights automatically switch on, 


providing adequate illumination at the crucial 





hours afterwards, according to the lamp used 


is worth ore than a rich endow- 
ment THE GENERAL ELECTRIC CO. LIMITED, MAGNET HOUSE, KINGSWAY, LONDON, W.C.2 
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“ SANOID " Pe, r ‘owe 
WELPARE EQUIPMENT 
FI R ST Locked Bottle 7 i 


a ! D 4 ee provision ol soap in com- 


munal washrooms has alway 
presented a number of problems 
Consumption of tablet soap can } 


enormous; wastage of liquid 














For over fifty years we have studied and supplied 


the specialised First Aid requirements of industry. which is easily lost through 
fingers, may be no le erl 

There is also the problem « 

those we are pris leged t »> serve, as On Mm iny occasions f ise f container ind 


I aqamage tft the apparatu 


We believe our efforts have been of advantage to 


we have been able to meet the particular needs o 


various industries and conditions. 


May we help you? Our wide experience is at your 
service, and we should be pleased to send you our 


current catalogue and price list. 


A product of 


A PRODUCT OF 
CuxSOn Gurrae close collabor- 


OLDBURY BIRMINGHAM | ation between 
FIRST AID SPECIALISTS designers and ‘ 
technicians. 
Established 1878 | ; 
aw 


° 3 ‘ eee . The problem has been to find a 

Tht improssiltle achieved soap which cannot be wasted o 
TARPAULINS lost and this is thought to have 

NON -SLIP been solved by the production of 

a FOR toilet soap in the form of thick 


cream which is drawn from a 


simple little dispenser. so strong 
HIRE that it cannot be damaged easils 
and so ingenious that it cannot be 

pilfered 
Seapenensints S. LOMAS & Co. The soap cre am itself is de 
Malike. This Floor (TARPAULINS) LTD. it phat grey a am ry mille 
at vl wt WARD ROAD WORKS, The bottle is locked into the dis- 
senibiathe che. LONDON, E.15 pouess, trom wast h it mae e i 
MARyland 3616 moved There it will remain for 
several weeks, for it contains suf- 
ficient soap for about 2,000 washes 
Even if a bottle should be wilfully 
smashed, it can be replaced in ; 
moment or two by another—a 
much simpler operation than re- 
placing a permanent glass reser- 
Awarded voir in a tip-up type of dispenser 
64 Gold Mecals Enquiry Ref. No. W.11/4 
throughout the 


world | , 
WHERE’S YOUR | Skin Deep Protection 


N U - $ Wi FT ? | ARRIER coon claimed 


Fi give complete 
urmo Oo The World s Fastest Fire Extinguishers || against all forms of industria 
= (i entey THe Oe dermatitis have been produced ir 
NON-SLIP FLOOR CREAM Prassure-operated by seated CO, Chores 1) two groups consisting of water 
Details of special! terms for large users from NU.SWIFT LTD + ELLAND + YORKS repellant and wate! soluble 
Ship of the Royal Navy creams The water repellant 


FURMOTO CHEMICAL CO. LTD. In Every - t 
1-3 BRIXTON ROAD, LONDON, S.W.9 creams give protection agains 
acids, alkalis and other irritants 


BUSINESS 


~ 
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idie in water. One applicatior 
lasts three to four hours, then 
gradually wears off—it cannot } 
way The water 
Live protection 
types of irritants 
tars, creos( 
solvents. petrol, et The cream 
expand violently in contact with 
ater. pushing off superimposed 
vrime These soluble crean ire 
removed by normal washins 
All the creams have f 
istic ] They resist 


paints, enamels 


materials 

penetrate 

eintorcl 

istains durabilit 

cul nours ana they 

ifected by abrasion 

ontain reconditioning 

vhich stimulate’ action f 

iatural skin lubricants and help to 

repair moderate surface damage 

4) They ire deeply penetrative 

ind have a bacteriostat ctior 
possible infection 
manutacturers emphi 

that the creams cannot be et 

nless the worker wa 


ds immediately before 


Enquiry Ref. No 


Acid Resistant 
| AVATORY seats which 


fitted to any lavatory 
have been produced in a p 
material which is smooth, h 1 
resistant to moisture and chemical! 
attack, and virtually unbreakab 
Still more protection against rv 
andling is provided in the 

non-porous rubber 
vhich are fitted to both seat 
cover 

The cover has a finger-tip lid for 

easy lifting, and both cover and 
seat are moulded to a practica 
design without corners or recesse 
vhich might harbour dirt or 
germs. A quick wipe with a damp 
cloth is all that is necessary to 
lean the hard, shining surface 


Enquiry Ref No. W.11/6 





0 and M 


Continued from page $3 


} 


nust obviously report on al 
vhere working conditions are ad- 
affecting the work of the 
init which he is examining. Simi- 
irlvy, he will meet cases of staf! 
dissatisfaction, inadequate train- 
poor supervision or manage- 
nent These may be due to 
easons distinct from organization 
nd methods, and his duty in such 
ases is to bring them to the notice 
the personnel department, and 
not to his own chief 


n his terms of reference But he 
] 


Cases 
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~ MPARTIAL 
FORM-FITTING ADVICE 


There can be no question about which comes first . . . the 
system or the forms. In the belief that system is not built around 
forms but forms should be styled for a particular system, we have 
developed the largest plant in Great Britain for the manufacture 
of business forms. 

We can supply to measure, all styles of business forms—from 
a duplicate book to a continuous multi-copy set for an electronic 
machine. 

Incidentally, from nearly three-quarters-of-a-century of 
experience, we can offer much useful and impartial advice upon 
business system. For advice without bias, see the Lamson 
Paragon Representative. 


[AMSON PARAGON 


BUSINESS FORMS 


PARAGON WORKS, LONDON, E.16 
Telephone : ALBERT DOCK 3232 (Many Lines) 
London Showrooms: 


QUEENS HOUSE, 28 KINGSWAY, W.C.2 
Telephone : Holborn 8991 








Scottish Visitors are invited to visit 
STAND 66 
at the 
BUSINESS EFFICIENCY EXHIBITION 
KELVIN HALL, GLASGOW 
where the full range of 
PARAGON BUSINESS FORMS and MACHINES 
are exhibited. 
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AA Cie : 


From Stamp SlindatAl Costing 


LANGDON’S SERVICE IN 


Stock Sheets to be calculated or 
added? 
Send for Langdon's 


ALL OFFICE EMERGENCIES 
No Shorthand-Typist? 
Phone Langdon’s 
Filing in Arrears? 
Call Langdon's 


Switchboard Operator absent? 
Langdon’s can help. 


Short of an operator for a book- 
keeping machine? 
Leave it to Langdon’s | 


We offer you the service of Skilled Comptometer operators, 
clerkesses, typists, and telephonists 
Machines for hire—Comptometer and all well-known makes 
of calculating machines, adding and accounting machines 
for all purposes. 


When you like -as long as you like 
EITHER AT YOUR PREMISES OR OURS 


LANGDON’S CALCULATING SERVICE 


GLASGOW : 74 York Street, C.2 Phone: Cen 1523 
EDINBURGH: 16 Young Street, 2 Phone: 31241 








| , construction of this 








In the interests of 
ACCURACY | 


The Regna Cash Register gives instan- | NEW FLOORS 


taneous finger touch recording of every | 
cash transaction—as simple as that! 


Analysing, Adding and Listing up to 


FOR OLD / 


£999. 19. Ilz?d. Modern in every 
respect— streamline design — elegant | 
appearance-fool- | 

Pa. ner mechanism | Old or worn Softwood and Hardwood 










Guaranteed | floors made like new by our money 


F EX X service. saving Electrical Renovating Process 

ey | ey OR 9 

eA Agents Everywhere Estimates without obligation 

on ll We lay new floors of ail descriptions 
ER including :-— 

PRICE 


PARQUET, WOOD BLOCK, 
STRIP, WOOD MOSAIC, 
TERRAZZO, COMPOSITION, 
THERMO-PLASTIC, RUBBER 
and CORK, LINOLEUM, TILE 


| All laid by Expert Craftsmen under our 
Special Guarantee 


Send for Brochure * Beautiful Flooring '' No. 2 
THE GREAT METROPOLITA?P! 
FLOORING CO. LTD., 


oe oon 73 Kinnerton St., Knights- 


EX STOCK 
JOEL! SAFE CO. (LONDON), LTD., 


7 York Place, Adelphi, London, W.C.2. 
Telephone: TRAfalgar 3718 


bridge, S.W.I. 
Telephone SL Oane 0047 (7 lines) 
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NEW FOR YOUR OFFICE 
Continued from page 94 
siderable prestige value when used 


in reception and show rooms and 
on exhibition stands 


Within this category comes a 
new chair designed by Dennis 
Young. 

It is constructed of welded steel 
rod, stove-enamelled canary vel- 








r 


Unit principles are used in the 
contem- 





porary chair. 


low, and has a moulded plywood 
frame This is upholstered in 
latex foam and is covered with a 
David Whitehead cotton fabric, 
which is dark blue with red and 
white spots 
An interesting design point of 
the chair is that the upholstered 
parts are made as prefabricated 
units. They are attached to the 
frame by four screws only 
Enquiry Ref. No. O.11/5 


“Phone Box 


| EVICE that can help to keep 
the desk top clear is a re 


cently introduced telephone cabi 

















Keeps your telephone and direct- 
ories out of the way. 


BUSINESS 





net It consists of tw ompart 
ments: an open-fronted one at the 
top, in which the telephone re 
ceiver can rest, and a lower 
board (fitted with a 
which telephone directories 
reference works can be Kept 
whole cabinet takes up very 
room as it measures only 26i1ns 
high l44ins. square. It is sup 
ported on 44in. legs. and has 
polished light or dark oak 

finish 


ane 
The 
littl 


On Call 
p® MARILY designed ! 


ation in hospitals, a 
intercommunication sy find 
applications in other’ establish- 
ments such as factory sick-bays. It 
can used for simplif 
and speeding “room service 
large hotels 

[he equipment is in tw 
a loudspeaking master 


new 


tem 
stem 
ying 


" 
aiso be 


part 


cup- | 
door), in| 





in | 
| 


unit | 


placed at a central point, and num- | 


bers of specially designed 
speaker/microphone units In 
the case of a hospital the master 
unit is placed in the duty siste1 
room On the unit is a panel wit 
a diagram showing the |! 
wards and beds. Each 
provided with a 
microphone’ unit 


patl 
lo idspeake 


This is 


The diagram panel, switch and 
loudspeaker can be seen in this 
picture. 


ciently small and strong to be 
placed under a pillow without 
being damaged or causing discom 
fort. 

When a patient needs attention, 
he presse: a switch on his 
phone. A light then glows on the 
master panel behind his number 
and the sister can establish two- 
way conversation by depressing a 
single key. The volume is ad- 
justed to avoid disturbing other 
patients 

Advantages of the system are 
that it relieves pressure on the 
nursing staff, avoids unnecessary 
journeys, safeguards seriously il! 
people, and gives patients 
confidence 

Enquiry Ref 
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micro- | 


; 
loud- | 
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OFFICE 
PHOTO DOCUMENTATION 


10 HOURS typing and checking 
reduced to 30 MINUTES 


C.D.3 Forms, 
data analysis sheets, Govt. returns, 


Charts, 
contracts, 


Foreign correspondence, 


RUTHURSTAT 


drawings, extracts of books, research papers, etc. 
Ropid Photo. 


Ly 


a 


pier 
The Ruthurstat Apparatus affords a splendid means for 2 $ 
ebtaining speedy, erroriess photo-copies of documents . 
which would otherwise require many hours typing and 


checking. Reproduction quality is high with junior labour 


NO DARK ROOM, NO FOCUS, NO SKILL 


Office Photography—with England’s Finest 


by 


RUTHURSTAT 


LIMITED 


104 HIGH HOLBORN LONDON. WC! 


Equipment— 


HOLBORN 47) 


Dignified Efficiency 


FILING 
FURNITURE 


The Perfect equipment for the Executive’s Office 


*‘REFERENDUS’ 


Mark 


A place for everything and every- 
thing in it’s place. 


The model illustrated has: 


Glass fronted library compartment for 
reference books, etc 


Two filing drawers, which will accommo- 
date foolscap or quarto files or both 


Three drawers for storage or record 
cards. Can also be converted to house 
typewriter or recorder 


Spacious cupboard for odds and ends 


A RANDALL PRODUCT 


Write for ustrated brochure—or better st 


cur showrooms 


RANDALRAK LTD. 
(Dept. B) 106, Victoria Street, 


London, S.W.1. 


Design 502 Tel: ViCtoria 3485, 4228 
t. No. 588335 


ling 























(ime hosts Money 









co 
~ eo 
95 
“OA . Ae y a 
ph a 
A” ANGug a 
Product See bee 
Just press—it sticks. No damping. No Miracle worker in the works. Master time 
mess. Seals packages speedily, securely saver in the packing department. Trusty 
Holds things in place — prevents rattling, sentinel en route — prevents pilfering. At 
breakages, loss, in transit. Says plainly point of sale, ready salesman. Versatile - 
what you want to say — names, numbers, working all the while. Let's send you 
instructions, warnings, anything else. specimens, may we = A.LD. 


Approved 


Gosheron fOr SMARTER PRINTED capes 


JOHN GOSHERON & CO LTD GAYFORD ROAD LONDON W112 SHEpherds Bush 3526 





Pws3 











) ‘ 
a) ( ambricag 


then stay at Hee 


UNIVERSITY ARMS 
CAMBRIDGE | waite |  WESTWOODs 


INDUSTRIAL STEEL SHELVING 
CUPBOARDS, STORAGE BINS, 
CLOTHING LOCKERS, ETC. 


Makers of Steel Storage Equipment for 25 years 


Joseph Westwood & Co. Ltd. 
The UNIVERSITY ARMS HOTEL, CAMBRIDGE. Tel: 2557 NAPIER YARD, WEST FERRY ROAD, 


MILLWALL, E.14. Phone: EASt [043 (4 lines) 
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SIMPLEX — Eliminates 
Postage Stamps and the 


FRANKOPOST OFFERS AN Post Book. 
OUTSTANDING NEW DESK a nesaaaess 
MODEL! values up to 6)* in 


ONE impression. 


























SIMPLEX — gives auto- 


matic accountancy by 








two meter readings 








SIMPLEX -- prints YOUR 
Advertisement or “Return 
Address.” 














SIMPLEX — can be justified 
by a mail of 10-20 letters 
per day 











“FRANKOPOST” 


MULTI-VALUE 


1 Airma 


PITNEY- Sowes 


fy fr 
_ sed Franking and 


UNIVERSAL POSTAL FRANKERS LTD pn c 


90 REGENT STREET 





HAND STAIN 
REMOVER 


One of the main jobs 

of a Gledhill-Brook 

Time Recorder is to 
record ‘* attendance 

time—the arrivals at, 

and departures from, 

works, stores, offices and 
F other business premises 

Removes from <| ; Another important function 

HANDS . ; Eo: is to provide infallible print- 


Printing and ad Z ; P ed statistics of actual time 
== ——__i taken on a job. This inform 
Duplicating Inks ner, = 


: ation is recorded automatically 
Ball Pen Inks ete. K 0 P E ey In the event of uncertainty or 

| WES dispute the detailed and accurate 
, answer is on the Gledhill Record Card 





Retail Price per Bottle Packed r METHYL -VIOLET 


Boz. 10/6 Soz.5/- 4! zen but oan he 


and x f 
4oz.3- Tax ree doz there can be no further argument ! 


‘scemaagaenaciaealiaiii GLEDHILL-BROOK 


TIME RECORDERS and Costing Systems 


£ me RQ. . ; 
Re tandazd - —* | | ~ GLEDHILL-BROOK TIME RECORDERS, LTD 
OFFICE SUPPLIES COMPANY | 38, EMPIRE WORKS . HUDDERSFIELD 
Ss7 FARRINGDON ROAD LONDON ee. 3 
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If you are considering reorganisation or expansion of your offices 
we shall be pleased to suggest alternative forms of construction 
and to assist in planning an efficient 





layout Please ask for a 


representative to call, or write for leaflet 


ANDERSON CONSTRUCTION CO. LTD 


CLIFTON HOUSE, EUSTON ROAD, LONDON N.W.! EUSTON 7465 





With the neat 

system, anyone, tro othce boy to 

director, can find any paper at any 

time — and enjoy it! It’s a pleasure all 

round. It stimulates efhciency in the 
ottice, and boosts morale. 


EXPAND DEX 


FILING COMPANY LTD 


cries are uchomed. 94 Baker Street, 
ns without obligation. London ° Ww. 
Telephone: WELBECK 3966 (3 


Here is a modern streamlined machine with a series of 
interchangeable carriages to cope with all typing demands 
from routine letters to reports on 19” carriage on ONE 
TYPEWRITER. 

Bar-Lock Typewriter Co.. Nottingham, England. "Phone 75141/2 


lines) 


| 
| 
en oy foue h* 








Masonite Presdwood is a most versatile and remarkable. 
material. Just as it has been used for over 20 years successfully, 
for such purposes as boat building, caravans and motor bodies 
concrete form-lining and exterior signs—so it can serve you 
wherever hard wearing, tough, water-resistant sheet hardboard 
is required. Suitable for flat or curved work ; takes a perfect 
finish; will not warp or buckle; all pure wood fibre grainless 
weod—handled as ordinary timber. For interior panelling, 
counters, built-in furniture, benches, packing cases too. 


Registered Trade Mark 


you 
Write for 
can use 


Masonite ge ‘' ; = samples 


as MASONITE aia 


SEE 
MASONITE STANDARD & TEMPERED PRESDWOOD ee eee ee 


at the MOTOR SHOW Stand No. 6 Ground Floor Masonite Ltd. Bevis Marks, London, E.C.3. Tel : Averue 2846 


BUSINESS 
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|RUBBER & METAL 
MARKING DEVICES 


Dating and Number- 
ing Stamps in several 
stock sizes or made 
to special order. 


+ 
and other 
Stamps for Marking 


Components, Cases, 
Cartons, Bales, ete. 


Rubber 


om 
Stencils cut to any 


design 


@ Send for 96 page Fully lilustrated Catalogue 


John T. Clarke & Son Ltd 
60 CHARLES STREET 
MANCHESTER, |! 


Telephone : AROw 





k 151>-6- 





| 
| 


| \y 
build Ee 


| 


wid Bisley ! 


INDEX 
CABINET 


With the incorporation 


a 


of the 
“* LIMPET LINK "* a complete index 
system may be built as required in 
any multiple of cabinets 

Instantly interlocking and as speed- 
ily rearranged. 

BUILD your index system with y 
BUSINESS 


if your usual supplier does 
mot stock BISLEY Equip- 
ment, write for List, and 
name and address of near- 
est distributor 
Telephone: Brookwooo 
2373/3131 


F.C BROWN, BISLEY 
RT 





Son 


a * 

: » - 
4 CONTRACTORS TO 
B ADMIRALTY. AIR MINISTRY AND WAR OFFICE 


s awk : 
THOS. JOHNSON 
(METAL PRESS WORKERS) LTD 


N OR 





FERRULES & GENERAL 
CUPPED PRESS WORK 


== 
WHITEHOUSE STREET, ASTON, BIRMINGHAM, 6 


LONDON 9-13 REOCHURCH ST EZ 


MANCHESTER 


GLASGOW 63 
75 PICCADILLY 


65 viRGiniA STREET 
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|Calculate the time your staff 





loses whilst telephoning! 


WITH OR 
WITHOUT 
INTERCOM 


You'll be astounded at the result-—most people 
are. Install the TELEVOX Amplification system 
however, and you will have the answer at your 


fingertips. 


7 DAYS OFFER TRIAL 


SEND THIS COUPON IMMEDIATELY 








Please send ful! deta of 7 DAY OFFER TRIAL 
NAME 
ADDRESS 

(B) 

Ltd., 5 Bo 


Televox arne St., Sloane Square, London, S.W.! 





OFFICE SUPPLIES AND 


ACCESSORIES 


Stationery—Systems—Equipment 





Mighty Midget 


\ SMALL but nevertheless very 
4 useful item among office sup- 
plies is the Victa cabinet, which 
measures only 6} inches by 5? 
inches by 8 inches Despite its 
size, the cabinet is made of 25 
gauge sheet steel—an unusual 
feature in this type of equipment 
ind one that gives strength and 
durability 
There are four 


sliding trays 














Built for tough treatment. 


14 inches by 4}? inches by 8 inches 
These trays are fitted with nickel 
plated knobs Most of them are 
sectionalized, but the top tray can 
be supplied without divisions 
The cabinet is available in 
alternative pastel colours of 
cream, grey or green, and its total 
weight is 4lb. It is normally sup- 
plied singly and packed in a card 
board container 
Enquiry Ref. No. 8.11/26 


Non-curl Carbon 


PATENTS have been taken out 
for a new type of carbon 
h is resistant to cur! 
margins at 
ensure that the ten- 
to curl is counteracted at 
the nt of origin. These margins 
also prolong the life of the carbon 
papers, which are thus claimed to 
be more economical purchases 
than their rivals 
Two weights are available 
igh and “standard.” The papers 
are back-printed with a_ three- 
ylour design on a non-slip ground 


paper whic 
Parallel reinforced 
eltner 
dency 


side 


it” 


There is also a new style of pack- 
ing 
Enquiry Ref. No. S.11/27 


Bound to Succeed 


FTER numerous experiments 
: a method of unsewn binding 
has been incorporated in a new 
range of duplicate books The 
advantage of this method is that 
the book lies perfectly flat, no mat- 
ter where it is opened. This is a 


Opens flat, stays flat. 








BRINGS SUSPENSION 


Avoids opening drawers. 


Speeds up reference. 


Let us send vou fi 


which has p 


LONDON.--11, Lackington St., 





TO ALL 
SHELVES AND GIVES YOU SUSPENDED 
FILING IN HALF THE SPACE 


Moorgate, E.C.2 rel: 


AILE 
Regd. Trade Mark 


FILES KEPT ON 


Doubles the number of files in the same floor space. 
Exposes all titles to view at the same time. 


Reduces the cost of filing equipment. 

Six different types of files to choose from. 

Strongly made and suspended to prevent wear. 

FILES ARE EASY TO PUT ON OR TAKE OFF THE 
RAIL WITH ONE HAND 


fom 


€ and ts rapidly extending 


FRANK WILSON & CO. 


CROSS ST., SOUTHPORT. 
I 


MONarch 8907 


See our Exhibit at Stand No. 10, Business Efficiency Exhibition, Kelvin Hall, Glasgow, November 4 to 14th. 
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Suppliers of 


PRINTING 
OFFICE 
EQUIPMENT 


Stitching 
Folding 


Stapling " 
Perforating - 
and 


Punching Machines 


Guillotines 
Card Cutters 


Bookbinding Tools, Materials 
and Adhesives 


BRETT & COX LTD 
Printers’ Engineers, 
Furnishers & Sundriesmen, 
15/17, BLACK FRIARS LANE, 
NEW BRIDGE STREET, 
LONDON, E.C.4. 


Central 6208-9 
Bretcoxlim, Cent, Londor 


Telephone 
Telegrams 


| Treble Chance 


| duty instrument, the 








ZNek 


TELEPHONE ATTACHMENT 


COILS UP 
ALL LOOSE FLEX 


Price inc. Purchase Tax [2/6 
Obtainable from :— 
STORES—STATIONERS and DEALERS 
in Office Equipment 
TELLEF (LONDON) LTD. 
10 St. Albans St., Haymarket, London, S.W! 
WHI. 0832 
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particularily important feature for 
the user who wants to keep his left 
hand free for other work. Another 
advantage is that the whole of the 
page is. available for writing, 
whereas many books are bound so 
tightly that quite a large margin is 
lost 

The new style binding also gives 
equal strength to the whole of the 
spine. This permits the removal 
of tear-out sheets in one single 
action, thereby saving time and 
the waste that results from 
roughly torn sheets 


Enquiry Ref. No. S.11/2! 


~Bi-wWAY” 
LABELS & TAGS 


FOR ALI 
CASES & CONTAINERS 
WHICH ARI 
RETURNABLE 
“IMPORTANT” 


** Bi-Way Patent Labels and Tags are made 

in a quality and printed in colours which 

conform with the requirements of British 

Railways Chief Claims Department. Users 

may therefore have the utmost confidence 
in * Bi-Way’.”’ 


“ OVER 250,000 SUPPLIED 
EACH WEEK” 


TENHE Mercury H30 is a type ol 

stapling machine that can be 
used in stores and factories as wel 
as offices It is indeed a heavy 
mechanical! 
part of which can be removed 
from the base for use as a tacke1 








Samples & Prices from 
| BRITISH LABELS 
BI-WAY LABEL & PRINTING CO. LTD 
113/115, Grosvenor St., Manchester, |! 


FIFTY PERCENT FASTER 


AND 


More Accurate Sorting 


Turns into a tacker. 
even mor 


es o! st 
These st 
high carbon te 
pointed) have legs mea 
in ar lin 


ind ul 


of approxim: 


THE AMBIDEX METHOD 


speeds up Filing, Ledger-Posting, 
COOMBS or WIMBLEDON » 4 . . ~ 
OaokO wee ‘ Liw 


mp icc repr Invoicing, Dissection, Costing, etc. 

\ Ke ewe gads Saves 50°. of sorting time. 
- safely held and instantly available for 
Models in different sizes and 
Saves 
Pays for 


(RUBBER Bands? R BANDS) \ 


hi 
Hi 


Papers are 





reference 





types to meet all requirements 


CALCULATING SERVICES 


time, money and office space 





Stock Lists and all exces ring promptly itself in a short time 


and efficiently evaluated in confidence ry 
Details on request 


AMBIDEX EQUIPMENT CO 
24, COLEMAN ST., LONDON, E.C.2 


MONarch 3363 


security Er ted 


Broughton & Co. (Bristol) Ltd. 
| Berkeley Square, Bristo!l,8 Tel: 22488 
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CLASSIFIED ADVERTISEMENTS 


RATE—S - a line (average 45 letters per line) 
Minimum 3 lines costing !5 -: each additional 
line or part of a line 5-. Box No. counts as 
one line and is to be paid for; replies are 
forwarded free of charge, 2)", discount for 6 
insertions, 5 for 12. Payment with order 
for single insertion. 


APPOINTMENTS VACANT 
SINGAPORE. Young assistant required by 
ompany dealing in General Office Equipment 
with 2/3 years’ selling experie ’ ganisatior 
handling mechanical lines single 
matriculation standard. Init gr nt 
years; good salary plus C 
accommodation medical 
Provident Fund Apply, by 
cio Abborts, Eastcheap, E.C.3 
A firm of Engravers and Nameplate Makers 
require agents th 
lines, to represent them in the 
and South, including London. lL MMiIsSsiON 
paid Apply. stating territor »vered and lines 
carried, etc., to Box No 27, c/o BUSINESS 
180 Fleet Street, E.C.4 


four 


neers w ather 


North, Midlands 


alling on Eng 


derail « 


APPOINTMENTS WANTED 
Sales Manager. 39. 16 years’ experience as 
Representative and Sales Manager n fice 
Equipment Industry, seeks change to progressive 
company. Please write Box No 1123 c/o 
BUSINESS, 180 Fleet Street, E.C.4 


BUSINESS OPPORTUNITIES 
Facilities are available in Southampton for 
acceptable agencies, by a company offering Office 
Accommodation, Sales Staff, etc. Please approach 
Business Aids, 34 East Park Terrace, Southampton. 


FLOOR COVERING 

Floors, Table Tops, Benches, Factory 
Assembly Surfaces, are better furnished 
INTERFUSION. The most outstanding material 
on the market. Never shows signs of 
Rot-proof water-proof, resists chemicals, oils 
Wide colour range, INLAID patterns. In ROLLS 
and tiles—the most economical. INTERFUSION 
LTD., Dept. B.2, 66 Fenchurch Street. London 
E.C.3 


with 


wear 


FOR SALE 
3000) National 
Machine, together with one Kalamazoo Quick 
Release Tray with Stand and sundry Kalamazoo 
Binders, all in perfect conditior Box Ne 126 
c/o BUSINESS, 180 Fleet Street, E.C.4 
For Immediate Delivery Steel 
72 x 18° two doors and tt 


One (Class Accounting 


Cupboards 


2° x 36 ree shelves from 


£16 
Ditto size 72” x 30° x 18 £18 5s. Od 

36° x 30° x 18", ficted one shelf £9 15s. Od 

36° x 36" x 18 tw £10 15s. Od 

36" x 18" x 18 one £5 17s. 6d 

Steel Clothes Lockers 2 £8 Ss. Od 
per pair 

Steel Clothes Lockers 72” x 15° x 15" £5 7s. 6d. each 
Actual manufacturers Commercial Equipment Co 
(London), Led., 2, Highgate Road, N.W.5 
Also England's largest stock of reconditic 
Kardex, Roneodex, Shannon, etc 


Spin-lt 
ROTARY 
CARD INDEX 


For office, 
Travellers 


ned 


shop, 
record 


desk counter 


Direct entries both 
ase Dustproof swivel cover 
ards (13” x 34”) and A-Z 
cards or numerals 
Packing and Post |! 


AMSEL LTD., Christmas Steps 


Bristol, 1 
the 
end published by 


| 








Proprietors 


For Sale (cont.) 


Sunstrand Accounting Machine Type ‘‘C”’ 
Four Register for sale. As new. Offers invited 
Cost £995 new. Seen London. Box No. 1129 
c/o BUSINESS, 180 Fleet Street, E.C.4., or ‘phone 
Office Manager, ADV 489! 

Sumlock Calculating Adding Machine for sale 
No. 912/8/100184. Good Condition, little used 
£80 or nearest. Buying Dept., W.V.M. Co., Ltd 
365 Chiswick High Road, London, W.4. CHI 6844 
Three Hollerith 38 Column Hand Punches, 
one Hollerith 38 Column Hand Verifier Pur- 
chased 1938. All in good order and condi:tior 
Box No. 1125 c/o BUSINESS, 180 Fleet Street 
E.C.4 

1.B.M. Electric Typewriter (Standard) 
sale; little used; perfect condition. Box N 
c/o BUSINESS, 180 Fleet Street, E.C.4 
Bostitch staples at 33°.) off list. STCr50192; 
S$CCr5025}; SCCr50252; SHCrS019g; STCrSO19} 
also for E.U Bow Attacher Enquiries invited 
Branson, Ltd., Leicester 

The Adding Machine Service Co., offers new 
and second-hand Adding Accounting & Calculating 
mach Northington St., London, W.C.! 


for 
1124 


nes | 
CHA 8764 
Dictaphone ‘‘ Cameo’ Dictating and Tran- 
scribing Machines, Model 12 and 10x Oictaphones 
also Ediphone Protechnic Secretarial Transcriber; 
Holdings, 39 Mincing Lane, Blackburn. Tel. 44915 
MASSEELEY machines and supplies. Hill 
Bros., Ltd., Beaconsfield Road, London, W.4 
Office Equipment, Stationery, Printing. 
Before purchasing eslewhere send for compre- 
hensive illustrated Buyers’ Guide. Highly com- 
petitive prices and genuine bargains. Eastern 
Counties Office Equipment Co., Ltd. Dept. B 
96 West Street, Boston, Lincs. ‘Phone 3750 
Anson Machine 12) 
12 months ago but never used 
Offered at £30. Western Enterprises 
Gate, Exeter Phone 55502 


Five *‘ Recordon "’ dictating units 18 months 
>Id. Offers invited. Bransons, Ltd., Leicester 


FIRE 


Magazine. Purchased 
Cost £48 10s. Od 


7 Palace 


if you buy or hire 


Nd 


Everyone knows that Pyrene is the best known 
name in Fire protection But do you know thar 
you can cover every fire risk with the Pyrene Hire 
Maintenance Plan? Full details from 
The Pyrene Company Ltd., (Dept. H.M.7.) 
9, Grosvenor Gardens, London, S.W.1. 











TRAINING FOR EXECUTIVES 
IN PUBLIC SPEAKING 


Classes r Public 

Speaking 

Qualified 
to give 


private tuition in 
Chairmanship and Lecturing 
teachers can be sent anywhere 
special courses or lectures 


The Abbey School for Speakers 
36, Victoria St., London, $S.W.!. Abbey 6488 








HEATING 
HEAT YOUR HOUSE with unrationed oil, 
the cheapest form of clean 
heat Your boiler can now be conv 
£200 including tank Write N 
Plants, itd., Droitwich, Wor 


labour free, automatic 
Way 


estershire 


MISCELLANEOUS 
FREE ADVICE ON YOUR HEATING. Our 
representative wili call and advise without obl ga- 
tion on heating your office, factory or home with 
Hurseal oil-filled electric gas. liquid gas and 
paraffin-operated radiators and other fuel-saving 
equipment Write or phone now Hurseal 
Ltd., 229 Regent Street, W.1.. REG i05i 
“* Besco "’ Staff Time Recorders Supplied on 
attractive cash or rental full 
service. Free Installation 25 Lancaster Avenue 
Manchester (DEA 6209) Works, Lymm, Cheshire 
British Society of Commerce, a world-wide 
professional organization, designation F.B.S.C 
Write, Secretary, 74 King Street, Wigan 3 
CHRISTMAS AND CORONATION Novel- 
tres, Souvenirs, Fireworks. Decorations, Hats 
Balloons Toys etc Stamp for Wholesale 
Catalogue. Swinnertons, Ltd., Wisemore,Walsall 


hire terms with 


PATENTS 

The proprietors of Letters Patent No. 625075 
relating to tabulators for typewriters or the like 
desire to grant licences under the patent to 
nterested parties on reasonable terms the 
purpose of exploit ng the same and ensuring its 
full commercial development and practical working 
in this country. Enquiries to be addressed to 
Cruikshank & Fairweather, 29 Southamptor 
Buildings, Chancery Lane, London, W.C.2 


for 


PERSONAL 


Handwriting Analysis by experienced Graph- 
ologist. Character, ability, temperament, et« 
Box No. I117 o BUSINESS, 180 Fleet Street 
E.C.4 


SACKS AND BAGS 
You want the best type and quickest delivery. 
John Braydon Ltd. 20/26 The Highway, London 
E.1 Telephone: ROYal 1044 


SALES CONSULTANT 
LONDON SALES CONSULTANT with 
nternational experience and connexions, now able 
to act for one reputable company 
on retainer or basis, in connexion with 
creation, training and/or reorganisation of existing 
sales forces; methods, et Preliminary interview 
n absolute confidence without obligation. Box 
No. 1128 c/o BUSINESS, 180, Fleet Street, E.C.4 


additronal 


other 


TYPEWRITERS 
Typewriters for sale or hire. 
Maintenance. London Typewriter 
25 Aldersgate Street, E.C.! 
London enquiries: 55 High 
EDG 4899. Agents throughout 
Write for names and addresses 


Repairs and 
Co., 
MON 0858 
Street, Edgware 
U.K. and Eire 


WANTED 
DICTAPHONE TIME MASTER wanted, 
details to Box No. | 130 c/o BUSINESS, 180 Fleet 
Street, E.C.4 
REQUIRED—up to six 
nine slide 10° x 6° card. Box No. 113! c/o 
BUSINESS, !80 Fleet Street, E.C.4 
The Adding Machine Service Co., desires to 
purchase high-grade Adding, Accounting & Calcu- 
lating equipment. | Northington St.. London 
W.C.1. CHA 8764 
KALAMAZOO ledger required. 
The Hindhead Motor Works, Ltd 
Surrey. Telephone: Hindhead 663 


Kardex Cabinets 


Size I711 
Hindhead 





BUSINESS PUBLICATIONS. Lita. by 
their Offices. at 


R. W 
180. F 


Proprietors at 


Simpson 
SMreet 


Ltd., Richmond, Surrey 
Chancery 8844 


& Co., 
EC4 
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BULK CONTAINER MARKING 











a ss 
JOHN EVERYMAN RETAILER 
na es SN 


PRODUCT MARKING 


4 
’ A, 


WINDOW DISPLAY 
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In every section of vour business .. . 


TRAPINEX PAINT TRANSFERS 


make vour mark with distinction 

that is why leading manufacturers in every industry have adopted 

‘Trapinex Paint ‘Transfers whenever it is desired to mark or publicise 

their products. ‘hey appreciate their distinctive and lasting quality, 
also their simplicity of application by unskilled labour. 


TRAPINEX 


TRAPINEX LTD, 105 COMMERCE HOUSE, HIGH ROAD, WOOD GREEN, LONDON N22 
Phone: Bowes Park 6811 Grams _a ; ( Trap / 























